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Course Overview 
 

Overview 
 
The North Carolina Accounting System (NCAS) provides several methods or tools for viewing 
information. 
 

 Online inquiry is available in all the NCAS applications to research the details of specific 

transactions. 

 

 Information Expert (IE) is the primary tool used to create mainframe reports. 

 

 Systemware is an online distribution system for standard mainframe reports. 

 

 The Decision Support System (DSS) is a web based client/server analytical and reporting 

tool. Using the DSS, users can readily access data extracted from the NCAS mainframe 

and prepare customized reports. 

This course teaches the basic skills of how to view, analyze, and report information using the DSS 
tool. 
 

Audience 
 

 Program managers 

 Chief fiscal officers 

 Accounting staff 

 Budget officers 

 Other End-users 

Length 
 

 1 day 
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Why use the DSS 
 

The DSS offers users an easy way to: 
 View summary categories or detailed account balances necessary for decision 

making. 

 Create customized reports that are updated automatically from daily production. 

 

Advantages over other methods of access to the NCAS: 
 Users can quickly view various presentations of the data with minimal effort. 

 Users can quickly change reports without programming. 

 The DSS is available via the internet and Cognos PowerPlay, even if the mainframe 

is down. 

 No mainframe time or printing charges. 

 

Course Objectives 
The DSS Basics course is designed to teach users how to use DSS tools and techniques. 
After training, participants should be able to: 
 

 Understand the nature of the information in the DSS databases. 

 Select an appropriate report for agency financial data. 

 Access specific data by filtering and drilling down through summary  

information. 

 Create a customized, automatically updatable report to meet agency  

requirements. 

 Export specific data for a permanent record. 
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Below are the sections of this course. 
 

NCAS and DSS Overview 
NCAS data is extracted, packaged into databases called “multi-dimensional cubes”, and housed 
on a single server repository. The data in the DSS cubes is provided at a highly summarized level. 
Users can then filter and drill down for more specific information using “dimensions”, which are 
simply categories such as account, fiscal year, budget code, etc. The various types of cubes and 
standard reports provided are described. 
 

Using Dimensions 
Since the multi-dimensional cubes are created at a highly summarized level, using dimensions 
allows the users to filter the data so it will be meaningful and produce the desired results. 
 

Accessing DSS Data 
DSS reports may be accessed via the NCAS DSS web portal.  There are two types of DSS reports 
– Static Reports and Multi-Dimensional Cubes (MDCs) Reports.  Each type of report is accessed 
differently. 
 

Static Reports 
DSS reports created by OSC that cannot be filtered or customized by users are Static 
Reports.  These reports are snapshots of financial data and must be accessed from the 
NCAS DSS website.  Static Reports, which are in PDF or Excel format, are organized into 
folders for BD 725 Reports, Trial Balance Reports, CAFR 11a Reports, Master Table 
Definitions Reports, and NCAS History. 
 

Multi-Dimensional Cubes (MDCs) Reports 
DSS reports created by OSC that can be filtered or customized by users are MDC reports.  
These reports must be accessed from Cognos PowerPlay Client on the user’s computer.  
MDC reports are organized into folders for Financial Analysis, Management Analysis, 
EAGLE, and NCAS History. 
 
DSS reports that are customized or created by users can be saved to a user’s hard drive or network 
drive or published to their agencies’ folder under the Custom Reports folder. 

 

Viewing DSS Data 
Except for the Static reports, DSS reports may be manipulated easily by users familiar with basic 
mouse and keyboard techniques used in the graphical user interfaces of personal computer 
software, especially spreadsheet software. Filtering, drilling, and other techniques and screen 
objects unique to DSS are introduced. 
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Working with Layers 
Layers within a report provide the DSS user with a technique similar to added pages to a financial 
presentation, where each page may show the same type of data for a different month, budget 
code, cost center, or other dimension. 
 

Creating Custom Reports (Reporter Mode) 
In Reporter mode, reports can be customized in more flexible ways than in Explorer mode. Also, 
drilling operates differently. 
 

Modifying Custom Reports (Reporter Mode) 
In Reporter mode, users can also add calculations, move rows, columns, and layers, and nest 
dimensions. 
 

Formatting, Printing and Exporting 
DSS reports can be formatted and printed using methods similar to those of other personal 
computer software programs. These techniques, along with exporting data to Microsoft Excel 
spreadsheets, are demonstrated in this section. 
 

Procedures 
Procedures are summary instructions detailing how to complete a specific task. These are handy 
for quick reference on the job. 
 

Quick Reference Guides (QRGs) 
QRGs are summaries of useful information to keep at hand while working with the DSS. 
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Additional Learning and Help Resources 
 

NCAS Info Guide 
OSC System Information Guide (SIG) 
http://www.osc.nc.gov/index2.html  

 

Cognos PowerPlay 
IBM Cognos PowerPlay Books Online (Accessible via the Powerplay Help in Cognos 

PowerPlay Client). 

 

 

 

General 
OSC Support Services Center 919-707-0795 

http://www.osc.nc.gov/index2.html
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NCAS and DSS Overview 
 

NCAS Overview 
The NCAS is the central accounting system for the State of North Carolina. It provides accounting 
applications to support common business functions, while accommodating unique agency 
requirements, and supports integrated business activities. The major applications within NCAS 
are shown in the following diagram. 
 

 
The DSS is one of the four main methods of Viewing NCAS information. It does not replace the 
primary functions of the NCAS. Instead, it enhances the NCAS by providing flexible and timely 
queries and reports. The DSS allows the user to access data extracted from the mainframe, then 
analyze and disseminate it as needed in the form of user-defined reports that can be drilled into 
for more detailed information, or can be further modified. The DSS results can also be exported 
to other applications, such as spreadsheets and databases, or e-mailed to others. 
 
It is helpful for users to know how the DSS integrates with the overall NCAS process in order to 
understand what type of information is available, when it is available, and how to access it. 
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The DSS Flow Diagram 
The following diagram illustrates the overall NCAS process flow of information from data input to 
data retrieval using the DSS. 
 

1. Financial data is entered online into the NCAS throughout the day. 

2. The NCAS batch cycle is executed nightly to update mainframe files. 

3. Mainframe data is extracted and summarized for DSS data and stored on a server. 

4. Multi-Dimensional Cube (MDC) files are created from DSS data stored on a single 

server repository at ITS. 

5. DSS reports and their related MDC files may be accessed the following day using the 

Internet and client desktop of DSS. 

 

Databases 
To meet the different information needs of users, NCAS elements are packaged into different 
databases called “multi-dimensional cubes” (MDCs), which are updated nightly by OSC. Below 
are the five types of cubes created nightly. 
 
Budget MDC (xxxbudgt) 

Has budget information by budget code/fund and positions 5-12 of the center. 
Governmental MDC (xxxgov) 

Created for agencies with GASBs starting with 1XXX and 3XXX. 
Proprietary MDC (xxxprop) 

Created for agencies with GASBs starting with 2XXX and 4XXX. 
Management MDC (xxxmgmt) 

Has available funds information. 
Material Management MDC (xxxmmopn) 

Has information about open documents such as invoices and purchase orders. 
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Below is a list of all the dimensions included in the different types of 

 
(1) Includes revenue and expenditure accounts and any accounts that affect the agency's cash 
basis budgetary reports. 
(2) The accounts are categorized according to governmental accounting practices. 
(3) The accounts are categorized according to proprietary accounting practices. 
(4) Includes revenue and expenditure accounts only. 
(5) Includes expenditure accounts only. 
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Current and Historical Cubes (MDCs) 
OSC produces both current fiscal year cubes and historical (previous fiscal years) cubes for the 
Budget MDC, Governmental MDC, and Proprietary MDC. The management and materials 
management MDCs contain only current data. 
 
The current fiscal year cubes for Budget MDC, Governmental MDC, and Proprietary MDC contain 
data for the previous fiscal years for analysis purposes. For the Budget MDC, the current fiscal 
year MDC contains all periods of the current year, all periods of the previous fiscal year, and June 
of the second preceding fiscal year. Due to size constraints some Budget MDCs may only contain 
June of the previous fiscal year. For the Governmental and Proprietary MDCs, the current fiscal 
year MDCs contain all periods of the current fiscal year, all periods of the previous fiscal year, 
and 12th and 13th periods of the second preceding fiscal year. Due to size constraints some 
Governmental and Proprietary MDCs may only contain 12th and 13th periods of the previous 
fiscal year. 
 
The historical MDCs contain data for the entire fiscal year to which it relates. The following naming 
conventions have been established to distinguish the current MDCs from the historical MDCs. 
 

Current Fiscal Year Cubes (MDCs) 
Names of the agency MDC files for the current fiscal year are composed of: 

1. First two numbers of the agency’s FRU number, plus 

2. Filler character (the letter “X”), plus 

3. An abbreviation representing the cube type, plus 

4. The filename extension “.mdc” 

 

For example, current year MDC for the Department of Public Instruction (DPI) (FRU 08) are 
named: 

 
 

Viewing Data in DSS 
There are two types of reports in DSS: 
 
1. Static Reports are accessed from the DSS web site.  The data in these reports cannot be 
manipulated. 

Or 
 

2. Multi-Dimensional Cubes (MDCs) Reports, either a standard report created by OSC or a 
report customized by a user, provides a specific view of the data in the cube. To access these 
reports, you must have Cognos 10 loaded on your computer.  These reports are viewed via the 
Reporter Mode.  The data in these reports can be manipulated. 
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There are two modes, Reporter and Explorer, in DSS that facilitate viewing data.  Most of the 
OSC created MDC reports are in Reporter mode.  NOTE:  Within this manual, all examples are 
in Reporter Mode. 

 

DSS Reports 
 
 
The easiest way to view DSS data is by using a standard report. There are several types of reports 
that are created in the DSS by OSC. Users can also create DSS reports and save them on their 
hard drive or network drive or publish them on the web under the Custom Reports folder. 
 

Types of DSS Report Folders on the web 
 BD725 Reports (QRG # 3 ) 

 Trial Balance Reports(QRG # 4 )  

 CAFR 11a Reports 

 Master Table Definitions Reports 

 EAGLE 

 Financial Analysis(QRG #  2)  

 Management Analysis(QRG # 1 )  

 Custom Reports 

 NCAS History 
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Using Dimensions 
 
While some financial information required by users is predictable, the detail levels, time periods, 
and categories of data cannot be determined. For this reason the cubes (MDCs) are created at a 
highly summarized level. Users are required to filter the data before it can be meaningful and 
produce the desired results. 
 
Before accountants and managers can solve a problem, they need to determine what data is 
pertinent and how it should be organized. The type of data needed to solve a problem would 
determine which reports would be more appropriate to use. Within the different MDCs, the DSS 
categorizes NCAS data elements into groupings called dimensions. Dimensions are categories 
that can be used to identify and access relevant data. 
 
Agencies can organize their data by using dimensions when constructing two-dimensional reports 
like spreadsheets with rows and columns. Agencies can also create three-dimensional reports 
like a workbook with many layers or spreadsheets with columns and rows. Below is a sample of 
a two-dimensional report comparing revenue accounts (All Accounts dimension) for three fiscal 
years (All Fiscal Years dimension). 

 
Since summarized data is not very meaningful, agencies will need to filter the dimensions. 
 

 
 

Since using the DSS successfully depends to a large extent on being able to understand and use 
dimensions correctly, it is important to understand the concept of dimensions before learning how 
to work with dimensions in the DSS. Dimensions will be used in all of the walkthroughs and 
activities in this DSS course. 
 

Each dimension describes some significant feature or characteristic that can be used to sort the 
data. Agencies frequently use the following dimensions: 

 Financial reporting unit (FRU) 

 Period (month) and year 

 Account 

 Budget code and fund 

 Center 
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The DSS dimensions are based on the data elements used in the NCAS. For more information 
about a variety of the DSS dimensions, see the NCAS Data Elements section of the NCAS State 
Information Guide (SIG). 
 

Chart of Accounts Overview 
In NCAS, accounting activity is posted to an accounting distribution, which is composed of three 
main parts: Company, Account, and Center Code. 
 

Company 
The first two positions of company are the agency identifier. These numbers are assigned by OSC 
and designate the principle departments/agencies as defined by North Carolina General Statute 
143A. The third and fourth positions allow OSC to further define agencies’ financial reporting 
entities. 

 

Account 
Account describes the purpose of an expenditure, the type of revenues received or the balance 
sheet accounts required for GAAP accounting. 

 
Some examples of Account Type/Subtype codes are: 

 43 Actual Revenue 

 53 Actual Expenditure 

 63 Authorized Revenue 

 68 Certified Revenue 

 73 Authorized Expenditures 

 78 Certified Expenditures 

 83 Purchasing Encumbrance 

 03 Accounts Payable Encumbrance 
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Center 
Center codes are composed of (a) a four-digit budget fund code that is established by the Office 
of State Budget and Management (OSBM) and (b) agency-defined Center element codes 
(positions 5 – 12). 

 
 
Since each agency uses its own unique center elements to categorize and summarize data, 
center elements display as separate dimensions in the agency’s DSS cube 
The use of positions 5 through 12 of the Center code varies widely among agencies. To locate 
your agency’s data accurately, you must be familiar with your agency’s Center elements. There 
is a chart for all major agencies in QRG 6: Center Structure (COA) by Agency, and on the OSC 
System Information Guide (SIG). 
 

Chart of Accounts 
There are two reports in the GLPUBLIC library in IE which can be used to list an agency’s chart 
of accounts. C-U-GL-COA-BY-CENTER lists all accounts within the specified companies and 
centers. C-U-GL-CHARTOF-ACCOUNTS shows company/account/center combinations, 
descriptions for the account and center, and the active/inactive status. 
 

Dimension Structure 
Dimensions or categories with similar characteristics are grouped together and organized in 
hierarchies under a heading or top point. This heading or top point is also called a summary point. 
 
Some dimensions may have levels of summarization between the top point and the lowest level 
of detail. For example, in the dimension group for ACCOUNTS which can be found in the BD701 
Reports, there are three summary groupings below the top point: “Expenditures and Adjustments 
to Cash”, “Revenues and Adjustments to Cash”, and “Budgetary Accounts”. These three groups 
summarize other intermediate summary levels beneath them. There are a total of four 
intermediate summary levels between the top point and the individual detail account level. 
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Other dimensions, such as Fiscal Period (Month), have a simple structure with one top point and 
then all detail points, with no intermediate summary levels. 

 
 

Dimension Viewer 
The DSS has a Dimension Viewer tool that can be used to display the structure of any dimension 
in the file tree format that is commonly found in graphical user interfaces. We will use the 
Dimension Viewer in the next chapter.  
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Accessing DSS Data 
 

Overview 
The North Carolina Accounting System Decision Support System (NCAS DSS) web portal was 
established to provide centralized access to budgetary and financial data for agency budgetary 
planning, financial analysis and Comprehensive Annual Financial Report (CAFR) statements.  
This chapter will guide a user on how to access the NCAS DSS web portal.  If you need additional 
assistance accessing NCAS DSS web portal, please consult the FAQ at 
https://ncasdss.ncosc.net/ or contact OSC Support Services at (919) 707-0795. 

 

Accessing NCAS DSS reports: 
There are two types of reports in NCAS DSS.  Accessing the web portal for each type of report is 
different. 
 

1. Static reports that can’t be filtered are viewed with either Adobe Reader or Excel.  

Examples are Trial Balance reports, BD725 reports, Master Table Definitions reports, and 

CAFR 11a reports.  These reports are accessed via the DSS web site. 

2. Reports that use Multi-Dimensional Cubes (MDCs) as a data source, which can be 

filtered to fit your data needs, are viewed with Cognos PowerPlay client.  Examples are 

CAFR reports (except CAFR 11a), BD701 reports, and EAGLE reports.  (Custom MDC 

reports saved on your local or network drives have a .ppx extension.) 

https://ncasdss.ncosc.net/
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Report Type 1: Static Reports 
 

 In order to access Static Reports, you must login to the DSS web site first. 

 Open a web browser, either Internet Explorer or Firefox 

 Enter address https://ncasdss.ncosc.net  

 Click on the link Login to NCAS DSS.  

 

 
 

 

 

 

https://ncasdss.ncosc.net/
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 Login with your current NCID and password. 

 

 This is the GDAC Portal home page.  Click the NCAS DSS tab to continue.  

 

 

 After the the Welcome screen, you will be placed in the Reports (WebDAV location)  

area.  Based on your role, you will see folders that are applicable to you.   

 

 From the Reports area, access your agency’s static reports by clicking on the 

Agencies folder: 
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 From the Agencies page,  choose your agency: 

o Note:  You will be able to view all agency reports except for General Assembly.   

 

 Once you choose your agency, you will see a list of report folders (example of 

08x_DPI):   

 

o Some folders will not be visible if your agency does not receive that type of 

report.  For example, if you do not have capital improvement budget codes (4-

type), then you would not see a BD 725 folder. 

 
CAFR 11a: 
 

 Click on the CAFR 11A folder.   

 CAFR 11a Reports have been run in Adobe and can be opened by clicking on the 

report title.   

 Depending on your computer settings, the report will either open in the current web 

browser window or it will open in a separate Adobe window. 
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 The date and time the report was generated is displayed in the report footer. 

 To return to the folder where the report is located, click on “Portal Page” located in 

the upper left corner of your screen.   

 

 If Adobe opened in its own window, you will need to close the window separately, then 

click “Portal Page” in the upper left corner of the GDAC Portal page.   

This is a CAFR 11A report in a separate Adobe window. 
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 To return to the agency folder, you can click on the “Up one level” icon.  

 

Note:  You may also click on the drop down box and click on a particular level you 

would like to go back to.   

 
BD 725 and Trial Balance Reports: 
 

 Click on the BD 725 folder.  All applicable reports will be shown.   

 

 BD 725 Reports and Trial Balance Reports have been run in both Adobe and Excel 

formats.  Click on the title of the report you wish to view.   
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 If you click on the PDF version of a report, depending on your computer settings, the 

report will either open in the current web browser window or it will open in a separate 

Adobe window.     

This is a BD-725 opened in the current web browser window.  

 

 The date and time the report was generated is displayed in the report footer. 

 To return to the folder where the report is located, click on “Portal Page” located in 

the upper left corner of your screen.   

 If Adobe opened in its own window, you will need to close the window separately, then 

click “Portal Page” in the upper left corner of the GDAC Portal page.   

 If you select Excel format, you may be prompted with a window to Open or Save the 

file.  If you open the file, Excel will open in a separate window which will need to be 

closed separately, then click “Portal Page” in the upper left corner of the GDAC Portal 

page.   

 To return to the agency folder, you can click on the “Up one level” icon or click the 

drop down box to choose the level you want to return to.   
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Master Table Definitions: 
 

 To open a Master Table Definitions report, click on the Master_Table folder from the 

Reports (WebDAV location) area.  When you click on the desired Master Table report, 

it will open in Excel and you may be prompted with a window to Open or Save the file.  

If you open the file, Excel will open in a separate window which will need to be closed 

separately, then click “Portal Page” in the upper left corner of the GDAC Portal page.   

 
 

 

 

 

 Log off NCAS DSS static report portal by clicking on the Log Off link in the top right 

corner of your screen. 

o If you are in a report that is in a separate window, you will have to close the 

report and then click on “Portal Page” in the upper left conrer in order to see 

the Log Off link.    

o If you are in a report within the current web browser window, click on “Portal 

Page” in the upper left corner to get back to the screen with the log off link.   
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Report Type 2: Multi-Dimensional Cube (MDC) Reports 
 

 In order to access MDC Reports, you must have IBM Cognos PowerPlay version 

10 installed on your PC.  (To check to see if it is installed on your PC, go to Start, All 

Programs, and look for a folder called “IBM Cognos 10.”  If the folder is present, it is 

installed on your PC.  If it is not present, speak to your PC administrator about 

installation.  Your PC Administrator should call OSC Support Services at (919) 707-

0795 for access to the installation files.) 

 

 To open an MDC report, you must open PowerPlay first.  Go to Start, All Programs, 

IBM Cognos 10, IBM Cognos PowerPlay. 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 From the Welcome screen, click on the button next to “Open an existing report.” 
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 From the “Select a Report” window, click on the button next to “Remote.” 
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 You will be prompted to log on.  Use your current DSS ID and password. 

 
 

 

 

 

 

 

 

 

 

 

 Click on one of the following folder names: 

o EAGLE 
o Financial Analysis 
o  Management Analysis. 
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 Select the radio button next to the report you want to open, then click OK.  You may 

have to scroll down. 

 
 

 Depending on the report and your user permissions, either the report will open or you 

will be prompted to “Select a DataSource Connection.”  If you are prompted, select 

an agency from the drop down box, click OK and your report will open. 

 The MDC (cube) name and its last update date/time are displayed in the header. 

 

 PowerPlay 10 functions in the same way as PowerPlay 7. 
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 To open another report, select File… Open in Cognos PowerPlay.  Continue with the 

instructions above, starting with the “Remote” button, but you will not be prompted to 

log in a second time. 

 

 

 

 To close the report without saving it, click on the “X” in the upper right corner of the 

report and select NO when asked to save report.  DO NOT click on the red “X” in the 

upper right corner of the screen as this will close the IBM Powerplay client and you 

will have to log in again to open another report.   
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Static Reports 
 

Overview 
 
Static reports are reports that cannot be changed.  The reports cannot be filtered and cannot be 
customized by the user.  They represent financial or budgetary amounts at a particular point in 
time.  To access these reports, you have to first log in to the North Carolina System Decision 
Support System (NCAS DSS) web site, https://ncasdss.ncosc.net.  In the Reports area, Static 
Reports are located in the Agencies folders. 
 

 BD 725 Reports (Contains Capital Improvement reports for various periods in Excel and 
PDF format.) 

 Trial Balance Reports (Contain trial balance information for various periods of data in 
Excel and PDF format.) 

 CAFR 11a Reports (Contains Agency Fund reports in PDF format.) 

 Master Table Definition Reports (Excel reports that show how the NCAS data elements 
are defined in the system as well as how they work together when reports are generated.) 

 
Note:  Some agencies will not have all folders as those agencies do not require certain 
financial reports. 
 

 
 

To access Static Reports 
1. In order to access Static Reports, you must login to the DSS web site first. 
2. Open a web browser, either Internet Explorer or Firefox 
3. Enter address https://ncasdss.ncosc.net Click on the link Login to NCAS DSS. 
4. Login with your current NCID and password 
5. From the GDAC Portal home page, click on the NCAS DSS tab. 
6. You will be placed in the Reports area (Location: WebDAV). 
7. From the Reports area, access your agency’s static reports by clicking on the Agencies 

folder. 
8. Select your agency. 
9. Select the desired folder for the reports you want to view.  

 

 BD 725 Reports 

 Trial Balance Reports 

 CAFR 11a Reports 

 Master Table Definitions 

 NCAS History 

 
 
 

https://ncasdss.ncosc.net/
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BD 725 Reports 
The BD725 Monthly Reporting on Capital Improvement Funds reports display a summary of the 
allotment balances for current activity, year to date activity and project to date activity by budget 
code and fund.  These reports can be viewed in PDF format as well as Excel format.   These are 
the types that are available. 
 

 Current Period 

 Previous Period 

 Previous Period 2 (Displays data for two previous months from the current month.  
FOR UNIVERSITIES ONLY.) 

 June 29th 

 Current Negative Allotment Balances (This is an exception report that displays current 
month data for negative allotment balances by budget code and fund.  If no data is 
displayed, there are no negative allotment balances for the current month.) 

 

 

Trial Balance Reports 
There are several types of Trial Balance Reports for various periods that are available for 
agencies and universities, as displayed in the charts below.  The trial balances display prior period 
ending balances, period net balances, and current period ending balances for all accounts.  Most 
of these reports can be viewed in the PDF format as well as Excel format. 
 
When opening a trial balance report, you will first select the period and then the type of report and 
the version of report that is desired. 
 

 

CAFR 11a Reports 
The CAFR 11A report is a static PDF report for Agency Funds (GASB 39XX), which shows the 
changes in assets and liabilities.  The rows of the report represent account summary.  The 
columns for July 1 and June 30 balance represent the beginning and ending balance from the 
NCAS, respectively.  The additions and deductions columns represent the total debits or total 
credits.   
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Master Table Definitions Reports 
The Master Table Definitions reports are Excel reports that show how the NCAS data elements 
are defined in the system as well as how they work together when NCAS reports are generated.  
The types of reports are listed below. 
 

 Master Table Definitions – CY & PY 

 Master Table Definitions reports for previous years  

 Company Budget Code GASB Correlation (Displays what GASBs are associated with 
budget codes.  No budget funds are displayed.) 

 Prior Year Master Table N Status (Displays all funds in NCAS that have been inactivated.) 

Additional Data Available  

NCAS History 
 

History information will be available for at least seven years. Within each year’s history folder 

there will be folders for historical static reports as follows.  History static reports can be accessed 

like all other static reports mentioned in this chapter. 

 

 BD725 Reports 

 Trial Balance Reports 

 CAFR 11a Reports 
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Multi-Dimensional Cube 
(MDC) Reports 

 

Overview 
As stated earlier, the NCAS data elements are packaged into different databases called “multi-
dimensional cubes” (MDCs) in order to meet the different information needs of users.  The MDCs 
are used as the data source for reports that can be filtered and modified to fit your data needs.  
MDCs are used to create the Financial Analysis reports (ex. CAFR reports), Management 
Analysis reports (ex. BD701 reports) and EAGLE reports.     
This chapter will review the different types of MDC reports available. 
 
In order to access the MDC reports, you must log into the IBM Cognos PowerPlay client installed 
on your computer.   
 
To access IBM Cognos PowerPlay Client 

1. Go to Start, All Programs, IBM Cognos 10, IBM Cognos PowerPlay. 

2. From the Welcome screen, click on the button next to “Open an existing report”. 

3. From the “Select a Report” window, click on the button next to “Remote.” 

4. You will be prompted to log on.  Use your current DSS ID and password. 

5. You will be placed in the Public Folders area. 

In the Public Folders area, the MDC reports are located in one of the following folders: 

 Financial Analysis (contains CAFR Financial Statements) 

 Management Analysis (contains Budgetary and Materials Management reports) 

 EAGLE (contains internal control reports related to EAGLE) 

 NCAS History (contains cubes and reports for seven years of history) 

 Custom Reports (contains special reports created specifically for an agency) 
 

 
NOTE:  Some agenices will not have all folders as those agencies do not require certain financial 
reports.  
 
 

To open an MDC report  
6. From the Public Folders area, click on one of the following folders: Financial Analysis, 

Management Analysis, or EAGLE. 
7. Select the radio button next to the desired report and click OK. 
8. Depending on the report and your user permissions, either the report will open or you will 

be prompted to “Select a DataSource Connection”.  If you are prompted, select an agency 
from the drop down box, click OK and the report will open.  
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Financial Analysis 
The Financial Analysis folder contains the CAFR and Comparative Financial Statements for each 
agency. 
 

CAFR Reports 
The CAFR reports are modified and/or accrual based financial statements for governmental, 
proprietary, and fiduciary funds.  All of these reports except for the CAFR 11As are located under 
the Financial Analysis folder.  If your agency has a CAFR 11A Report, it will be located under the 
folder, CAFR 11a Reports, which will be accessed through the NCAS DSS web site.  Each report 
is delivered at a high level with three filters in place: fiscal year, 13th period, and YTD Actual data.  
These are the filters required for year-end CAFR reporting.  You will be able to narrow your data 
to specific levels based on what you are looking for in the report.  You will be able to filter the 
data, drill up and down, and drag and drop data in this view.   
 

CAFR 11G 
The CAFR 11G is a modified accrual based balance sheet for governmental funds.  The rows of 
the report represent account summary.  The columns of the report represent detail GASB 
numbers.  Detailed account data is available by drilling into a row.   
 

CAFR 52G 
The CAFR 52G is a modified accrual based statement of revenues, expenditures, and changes 
in fund balances.  The rows of the report represent account summary.  The columns of the report 
represent detail GASB numbers.  Detailed account data is available by drilling into a row. 
 

CAFR 11P 
The CAFR 11P is an accrual based statement of net assets for proprietary funds.  The rows of 
the report represent current and non-current account summary.  The columns of the report 
represent detail GASB numbers.  Detailed account data is available by drilling into a row.  
 

CAFR 53P 
The CAFR 53P is an accrual based statement of revenues, expenses, and changes in net assets 
for proprietary funds.  The rows of the report represent account summary.  The columns of the 
report represent detail GASB numbers.  Detailed account data is available by drilling into a row.   
 

CAFR 11F 
The CAFR 11F is an accrual based statement of net assets for fiduciary funds.  The rows of the 
report represent account summary.  The columns of the report represent detail GASB numbers.  
Detailed account data is available by drilling into a row.   
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CAFR 54F 
The CAFR 54F is an accrual based statement of changes in net assets for fiduciary funds.  The 
rows of the report represent account summary.  The columns of the report represent detail GASB 
numbers.  Detailed account data is available by drilling into certain rows.  If drilling is not available 
for a certain row, right click on the row and scroll down to Explain.  Then left click the mouse to 
get a description of what makes up that row heading.   

 

COMP Reports 
The COMP reports are comparative financial statements for governmental, proprietary, and 
fiduciary funds.  The rows of the report represent account summary.  The columns of the report 
represent the accrual periods for two years as well as the change and percent change.  Detailed 
account data is available by drilling into a row.  The layers of the report represent detail GASB 
numbers.  The COMP reports are filtered for the 13th period and YTD Actual data.   

 

Management Analysis 
The Management Analysis folder contains the Budgetary and Materials Management information 
for each agency.   
 

BD701 Reports 
The BD701 reports are budgetary reports used to help track budget amounts for account 
distributions for each agency.  The reports are located under the Management Analysis folder 
and are multi-dimensional reports.  Each report is delivered at the highest summary level 
representing all periods, all years, all budget codes and all funds for an agency.  You will be able 
to narrow your data to specific levels such as RCC and cost centers.  You will be able to filter the 
data, drill up and down, and drag and drop data in this view.  For each type of BD701 report, there 
are separate reports for agencies and universities.  
 

BD701 Budget Code Recap 
The BD701 Budget Code Recap reports a budget code level summary of total budgeted and 
actual expenditures, revenues, and appropriation balances.  The rows of the report represent 
expenditures, revenues, adjustments to cash and appropriation summary.  The columns of the 
report represent the different measures for the budgeted and actual amounts being compared.  
Detailed account data is available by drilling into a row.  
 
There are two versions of this report - one for agencies only and one for universities only. 
 

BD701 Summary by Purpose 
The BD701 Summary by Purpose reports a summary of the total budgeted and actual 
expenditures and revenues by budget code.  Amounts are summarized and displayed at the 
budget fund (purpose level).  The rows of the report represent budget code summary allocated 
between expenditures and revenues.  The columns of the report represent the different measures 
for the budgeted and actual amounts being compared.  Detailed fund data is available by drilling 
into a row. 
 
  There are two versions of this report - one for agencies only and one for universities only. 
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BD701 Summary by Account 
The BD701 Summary by Account reports a summary of the total budgeted and actual 
expenditures and revenues by account number within each budget code.  Amounts are 
summarized and displayed at the summary account level (4-digits) for each budget code.   
There are three versions of this report – one for Lottery; one for all other agencies, and one for 
universities only. 
 
 
 
 
 
 

Other Management Analysis Reports 

Negative Unexpended Authorized Budget 
The Negative Unexpended Authorized Budget report (multi-dimensional report) displays the 
calculation of Authorized Budget minus YTD Fiscal Actual for each expenditure account by budget 
code.  The negative number will be displayed in red.  The rows of the report represent detail 
account data.  The columns of the report represent detail budget code data.   To view data at 
each budget code and fund level you will need to drill into the budget code column. 
 

Management Report 
The Management report shows available balances for the current period. 

 

MM Open Documents by Account 
The MM Open Documents by Account report shows all expenditure accounts at the 3-digit 
summary level for each budget code.  This report only shows current data. 
 

MM Open Documents by Requestor/Vendor 
The MM Open Documents by Requestor/Vendor report shows all expenditures by 
vendor/requestor for each budget code.  This report can be filtered to narrow data by document 
age.  This report only shows current data. 
 

Additional Data Available  

EAGLE Reports 
EAGLE Reports provide information to assist in analysis and reporting for the Enhancing 
Accountability in Government through Leadership and Education initiatives. All EAGLE reports 
can be opened using the same procedures as the Financial Analysis reports. 
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NCAS History 
History information will be available for at least seven years. Each year of history will contain the 
agency cubes and financial and management analysis reports.  To access history reports, use 
the same procedures as with current financial analysis and management analysis reports. 
 

Custom Reports  
Users can modify existing Multi-Dimensional Cube reports and save them to their network server 
or to the custom reports folders.  Custom reports saved in the custom reports folder can be viewed 
by other users within their agency.  Also, users can save their custom reports under the My Folder 
and only they will be able to view them.  All custom reports will be updated when NCAS DSS is 
updated, regardless of where the report is saved. 
 

MDCs 
MDCs (multi-dimensional cubes) contain data package information used for report access and 
creation.  These MDCs are the starting point for creating a new report.  Creating new reports from 
MDCs will not be taught in this class.     
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Viewing DSS Data 
 

 Overview 
In order to use DSS Reports, users need to understand the parts of the DSS Reports and how to 
filter the data in the report. Filtering the data allows users to streamline the data so it will be more 
pertinent to them. 
 

Opening a Report 
The following walkthrough is designed to demonstrate how to open a BD 701 report in DSS and 
filter the data. Concepts and techniques used for the DSS BD 701 report can be used for other 
DSS reports. 
 

WALKTHROUGH: Opening a DSS BD 701 Report 
 
 
 
 
 
 
 
 
 

To access NCAS DSS PowerPlay Client 
 

1. To access NCAS DSS IBM Cognos PowerPlay client, go to Start, All Programs, IBM 

Cognos 10, IBM Cognos PowerPlay. 

2. From the Welcome screen, click on the button next to “Open an existing report”. 

3. From the “Select a Report” window, click on the button next to “Remote”. 

4. Login to the PowerPlay client by entering your assigned user id and password. 

5. From the Public Folders area, click on the Management Analysis folder. 

Scenario 
You are a manager at the Department of Public Instruction (DPI), 
company 08XX.  You decide to use DSS to view your budgetary 
expenditures and detailed accounts.  This data is available in the Budget 
Code Recap Report.  
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6. Click on the radio button next to the BD701 Budget Code Recap and then click OK.  (you 

may have to scroll down to the bottom of the screen to click OK.) 
 

 
 
 You have successfully opened the BD701 Budget Code Recap report for DPI. 
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A Tour of the DSS Screen 
The DSS screen has  

 Menu bar 

 Tool bar 

 Dimension line 

 Home area 

 Workspace 

 Scroll bar 

 Dimension Viewer 

 Dimension Viewer Tool Bar 

 

 
 
The Menu bar contains dropdown menus for all available DSS functions. 

 
 
The Tool Bar provides buttons to quickly perform a specific menu bar function. These buttons 
will be pointed out whenever they are used in a walkthrough. 
The dimension line contains all the available dimensions for the report. In order to display all the 
available dimensions at once, the dimension line must be resized. If resizing were not done, the 
scroll arrows at the end of the dimension line would have to be used to scroll to the desired 
dimension. The dimension line needs to be resized every time you access the DSS. 
The home area is a “neutral zone.” Positioning the cursor in the home area and clicking the 
mouse deselects highlighted cells. 
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The workspace is a result of all selections of the available dimensions and the type of graphic 
display. Walkthroughs and exercises in this handbook utilize cross-tab displays. 
A scroll bar (not displayed above) below or to the right of the data enables users to scroll through 
the data whenever the report is too wide or too long for a single screen. 
The dimension viewer contains data elements (dimensions) that can be added to a report.  You 
add data elements to a report by using the dimension viewer tool bar or by dragging them to the 
work area.  
The dimension viewer tool bar is used to add data elements from the dimension viewer to the 
report. 
    

Filtering 
Filtering is a way to narrow the information (instead of viewing all available information) from the 
DSS database. It is necessary to filter the DSS data because it is delivered at a highly summarized 
level. Filtering makes the data more meaningful. 
Filtering for fiscal year, fiscal period, measures, and budget code are usually the first steps users 
take to customize their data. During this course whenever it is appropriate, you will filter the data 
for dimensions. 
 

Filtering Using the Dimension Line 
The following walkthrough demonstrates how to use the dimension line to filter for fiscal year and 
month. 

 
WALKTHROUGH: Using the Dimension Line to Filter for Fiscal Year 

and Month 
 
 
 
 
 
 
 
Walkthrough Objectives: 

 Filter for current year 

 Filter for the current month 

To filter for the fiscal year 
 
1. Click on or position the cursor over FISCAL YEAR on the dimension line to view the list 

of choices. 
   
 
 
 
 
 
 
 
2. Click current fiscal year. 

SCENARIO 
You want to review expenditures. After opening the Budget Code Recap 
Report for the DPI, you decide to filter the data for fiscal year and month. 
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FISCAL YEAR is a parent category of the current fiscal year and current fiscal year is a child 
category of FISCAL YEAR. 
 
 In the dimension line, the dimension changes from FISCAL YEAR in a closed folder to the current 
fiscal year in a rectangle. This indicates that the data that is being filtered for the current fiscal 
year is the lowest level for this dimension. 
   

 

 
To review the dimension structure 
 
3. Position the cursor over the current fiscal year on the dimension line. 
  

 
 

The current filtered dimension is displayed in bold. A down arrow identifies the parent 
category. 
 

4. Position the cursor over the down arrow. 
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The siblings of the currently filtered dimension are displayed and available for filtering. 
 

To filter for the current month 
5. Position the cursor over FISCAL PERIOD on the dimension line to view the list of choices. 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6. Click on the current month to select it from the list. 
 
FISCAL PERIOD is a parent category of the current month and the current month is a child 
category of FISCAL PERIOD. 
 
The data is now filtered for the current fiscal year and the current month. 
 

 
The dimension line displays all the dimensions available for the report. If the dimension line does 
not display all dimensions at the same time, arrows at each end of the dimension line appear for 
scrolling left and right through the dimensions. 
 

Filtering Using the Dimension Viewer 
The following walkthrough demonstrates how to use the Dimension Viewer to filter the data. 
  

WALKTHROUGH: Using the Dimension Viewer for Filtering 

  
 
 
 
 
Walkthrough Objectives 

 Filter for June 

 Filter for the previous year 

 
 
 
 

SCENARIO 

You want to use the Dimension Viewer to continue filtering. 
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To open the Dimension Viewer  
When you open your reports, if the Dimension Viewer is not open, use the following steps to open.  
    
     
1. Click on the Dimension Viewer button on the Toolbar. 
 
 
 
 
 
 

 The Dimension Viewer can also be opened on the menu bar by clicking on View 

and then clicking on Dimension Viewer from the dropdown menu. 

To resize the Dimension Viewer 
2. Position the cursor over the right border of the Dimension Viewer. Notice the cursor 

changes shape to become a crosshair. 
  
 
  
 
3. Click and drag the border to the right until all dimension titles are visible. 
 
To filter for the previous Year 
4. Double-click on Fiscal Year dimension. 

 The plus sign indicates a parent category with child categories below.  This 

plus sign can be clicked on instead of double-clicking the parent company. 

  

  



IA: DSS-01A 
DSS-Basics  Viewing DSS Data  

 

Office of the State Controller Page 48 

 

   5. Click on the previous year in the Dimension Viewer.  

  
   6. Click on the Filter button on the Dimension Viewer toolbar.   
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   7. Double-click on Fiscal Year to close the dimension. Or, click on the minus sign next to 

Fiscal Year to close the dimension.  
 
To Filter for June 
   8. Double-click on Fiscal Period dimension. 

 The plus sign indicates a parent category with child categories below. This plus 

sign can be clicked on instead of double-clicking on the parent category. 

   9. Click on June in the Dimension Viewer. 
 10. Click on the Filter Button on the Dimension Viewer toolbar.  
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The DSS report displays the data filtered for June of the previous year. 
 
To close the Dimension Viewer 
11. Click on the Dimension Viewer button on the toolbar. 
 

 The Dimension Viewer can also be closed on the menu bar by clicking on View on 

the menu bar and then clicking on Dimension Viewer from the dropdown menu. 
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Drilling 
Drilling is a method used in the DSS to obtain either more detailed or more summarized 
information, depending on whether you drill down or up. Drilling down on a dimension gives you 
more detailed data. Drilling up on a dimension returns the data to a more summarized level. 
The DSS uses the mouse cursor shapes to indicate where data can be drilled down. The mouse 
cursor has three distinct shapes when positioned over data: the normal arrow shape, the plus 
sign and the plus sign with an up arrow. The following walkthrough teaches you how to uncover 
detailed data at points indicated by the plus sign. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The following walkthroughs demonstrate drilling down to obtain detailed data and then drilling 
back up to summarized data again. In the previous walkthroughs, you opened the DSS, selected 
the budget view, selected a budget database for the DPI, filtered for fiscal year and month, and 
are now ready to customize the view by drilling down. 
   

 
WALKTHROUGH: Drilling Down 

 
 
 
 
 
 
 
 
 
Walkthrough Objectives 

 Drill down to account 532822 

To drill down on expenditures until the 5328 accounts are uncovered  
 Notice the shape of the mouse cursor. 

1. Position the mouse cursor in the blank workspace. The arrow shape indicates you may 
not drill down. 

SCENARIO 
You are a manager at the DPI and are reviewing your expenditures. You 
notice that the 5328 Communications and Data Processing balance is high. 
You plan to drill down to see the detailed accounts. You expect that account 
532822 Managed Lan Svc Charge is probably the reason for the high 
expenditure in the 5328 accounts. 
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2. Now position the mouse cursor over the row dimension EXP + ADJ TO CASH.  Notice 

that the cursor changes to a plus sign. 
 
The plus sign indicates that EXP +ADJ TO CASH can be drilled down on. The EXP +ADJ TO 
CASH is a summary point in the ACCOUNTS dimension. The DSS users can always drill down 
on summary points to obtain more detailed information.  A summary point is also referred to as a 
parent and a detail point is referred to as a child. 

  
  
To Drill down on EXP + ADJ TO CASH 
3. Double-click on the row labeled EXP + ADJ TO CASH. 
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DSS expands the summary point EXP + ADJ TO CASH in order to display the Expenditures and 
Adjustments to Cash summary points.  Notice that the plus sign cursor indicates that summary 
point Expenditures can be drilled down. 
 
4. Double-click on EXPENDITURES. 
 
To Drill down on 532 PURCHASED SERVICES 
5. Double-click on the row labeled 532 PURCHASED SERVICES. 
  

 
DSS has expanded in order to display the 4-digit summary accounts. 
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The plus sign cursor indicates 5328 COMMUNICATIONS AND DATA PROCESSING can be 
drilled down. 
 
To drill down on the row 5328 COMMUNICATIONS AND DATA PROCESSING 
6. Double-click on the row labeled 5328 COMMUNICATIONS AND DATA PROCESSING. 
 

 
 
Notice that when the cursor is positioned over the 532822 MANAGED LAN SVC CHARGE 
account, it is displayed as an arrow. The arrow indicates that this account cannot be drilled down 
any further 532822 MANAGED LAN SVC CHARGE is a detail point, not a summary point. Detail 
points are at the lowest point of the dimension hierarchy and indicate that you cannot drill down 
any further. 
 
Notice when the cursor is positioned over the 5328 COMMUNICATIONS AND DATA 
PROCESSING, it is displayed as a plus sign with an up arrow. This special plus sign indicates 
that the account can be drilled up. 
 
You have now successfully drilled down on your expenditures to find out how much you spent for 
Managed Lan Svc charges. 
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WALKTHROUGH: Drilling Up 
 
 
 
 
 
 
 
Walkthrough Objectives 

 Drill up to all Expenditures 

To drill up on rows 
1. Position the cursor over the row label 5328. Notice the cursor is a plus sign with an up 

arrow in the middle. This special sign indicates that the account can be drilled up. 
  
  

 
2. Double-click on the summary row 5328 COMMUNICATIONS AND DATA PROCESSING. 
3. Double-click on the summary row 532 PURCHASED SERVICES. 
4. Double-click on the summary row EXPENDITURES. 
5. Double-click on summary row EXP + ADJ TO CASH. 
6. Position the cursor over the row APPROPRIATION. Notice the cursor becomes an arrow. 

The arrow indicates that you cannot drill because it is a calculation. 
  

  

SCENARIO 
After drilling down to uncover details, you want to review the data 
at a more summarized level. 
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Substituting Dimensions 
Any dimension from the dimension line or dimension viewer can be used as a row or column. 
Changing row and column dimensions changes the focus of the data presentation to emphasize 
other dimensions. 
The following walkthrough demonstrates how to substitute a new dimension for the current row 
or column dimension.  
 

WALKTHROUGH: Substituting Dimensions in Rows and Columns 
 
 
 
 
 
 
 
 
 
 
 
 
Walkthrough Objectives 

 Change columns to months 

 Change rows to Budget Codes 

 Filter for account 532821 

 Filter for MTD ACTUAL 

To display All Budget Codes as rows 
1. From the menu bar, click Explore. 
2. Click Swap. 
3. Click Rows and Layers. 
 

 

SCENARIO 
You are a manager at the DPI, the Department of Public Instruction, company 
08XX. You have been asked to submit a budget for Computer/ Data 
Processing Services for the next fiscal year. In order to plan a budget, you 
decide to use the DSS to review your expenditures and detailed accounts. 
You want to see the expenditures for account 532821 COMPUTER/ DATA 
PROCESS SVC for all budget codes and for all months in the current fiscal 
year. You decide that changing the dimensions in the rows and columns will 
give you the data you need. 
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Before adding months as the columns, it is necessary to delete the current columns. Since we 
will filter for account 532821, we will also delete the layers. 
 
To delete the columns, from the menu bar 
4. Click on Edit. 
5. Click on Select. 
6. Click on Columns. 
7. Press the Delete key on the keyboard. 
  

 
 To delete layers, from the menu bar 
8. Click on Edit. 
9. Click on Select. 
10. Click on Layers. 
11. Press the Delete key on the keyboard. 
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To add months as columns, from the dimension viewer toolbar 
12. The report needs to be filtered for all fiscal periods in order to use months as columns.   

Click on June on the Dimension line and select Fiscal Period. 
13. Click the Dimension Viewer button. 
14. Click on the Plus Sign beside the Fiscal Period. 
15. Click on July. 
16. Press and hold the Shift key on the keyboard and click on June. 
17. On the Dimension toolbar, click Add as Column. 
 
The DSS report now has displayed budget codes as rows and months as columns. No amounts 
will be displayed for future months. Now we have to filter for account 532821. 
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To filter for account 532821 
17. Click on the plus sign beside Accounts. 
18. Click on the plus sign beside Exp + Adj to Cash. 
19. Click on the plus sign beside Expenditures. 
20. Click on the plus sign beside 532 Purchased Services. 
21. Click on the plus sign beside 5328 Communication and Data Processing. 
22. Click on 532821 Computer/Data Process Svc. 
23. Click on the Filter button on the dimension viewer toolbar. 
  
To filter for current fiscal year 
24. Click on the plus sign beside Fiscal Year. 
25. Click on the current fiscal year. 
26. Click on the Filter button on the dimension viewer toolbar. 
27. Close the Dimension Viewer. 
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The DSS displays the Budget Codes as rows and months as columns. The data is filtered for 
fiscal year and account. 
  
To exit Explorer without saving the report 
28. Click on the X in the upper right corner of the report.   

DO NOT click on the red X at the top upper right of the screen as this will close the Cognos 
client. 

29. Click on No in the Save changes pop-up window. 
 
 
 
 
 
 
 
 
 
 
 
The DSS returns to the IBM Cognos PowerPlay Client screen. 
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SUMMARY 
This section of the handbook utilized walkthroughs to demonstrate the DSS techniques. These 
DSS steps enable users to retrieve data in a summarized form and filter it to obtain meaningful 
information by: 
 

 Opening a DSS Report by selecting an appropriate report folder. 

 Filtering data for fiscal year and month. 

 Drilling down on a dimension summary point to uncover more detailed information. 

 Drilling up from details to dimension summary points. 

 Changing dimensions in rows and columns. 
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Working with Layers 
Overview 
Users often want to keep Accounts and MEASURES respectively for rows and columns when 
they look at data for various budget codes or cost centers. One way to do that is to add layers to 
a report. Layers are like displaying the pages of a financial report where each page shows the 
data for a different month, year, budget code, cost center, or other layer dimension. 

 

 
To scroll up and down through the layers 
1. Click on the up/down arrows on the right side of the layer label area. 

 You can right click on the word Layer or any part of the layer except the text of the 

layer label. Then click on Go to Layer. Scroll through the layers in the Go to Layer 

dialog box. After selecting the desired layer, click the OK button. 

Drilling down on layers to display more information 
 
If a dimension with a detail structure such as budget codes is used as layers, the lower levels of 
the dimension’s structure can be viewed by clicking on the Layer Label. This step is similar to 
drilling down on rows or columns to display more detail information. 

 
Walkthrough: Drilling into Layers to Display Detail Information 

 
The following walkthrough demonstrates how to drill down and up on layers, using the dimension 
Budget Codes as the layer dimension. 

 
Similar to dimensions in rows and columns, dimensions in layers can also be drilled to uncover 
details. 
 



IA: DSS-01A 
DSS-Basics  Working with Layers  

 

Office of the State Controller Page 62 

 

 
 
 
 
 
 
Walkthrough Objectives 

 Filter for Current Month 

 Filter for Current Fiscal Year 

 Drill down and up within the layers 

 
1. Open the BD 701 Budget Code Recap report. (If necessary, refer to Procedure 1: 

Opening a DSS report.) 

To filter for the current month 
2. Position the cursor over Fiscal Period on the dimension line. 
3. Click on the current month from the dimension list. 
 
To filter for the current fiscal year 
4. Position the cursor over Fiscal Year on the dimension line. 
5. Click on the current fiscal year from the dimension list. 
 
To view the structure of the Budget Codes dimension on the dimension line 
6. Position the cursor over Budget Codes dimension on the dimension line to open the 

dimension list. 

 
 

 Notice the structure of the Budget Codes dimension in the dimension list: the 

Budget Codes is the summary/ parent layer, with budget codes listed below 

it. 

 Drilling down on a budget code will uncover its associated fund(s). 

7. Move the cursor off Budget Codes dimension on the dimension line to close the 
dimension list. 

 
 

Scenario 
You are going to use the BD 701 Budget Code Recap report 
to drill down and up within the layers. 
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To go to a different layer 
8. Double-click on the word layer in the layer area. 

 
 
9. Click on 23510 DPI – SPECIAL layer to select it from the Go to Layer dialog box. 

 Notice that the number of the selected layer is displayed in the Go to Layer 

dialog box. 

10. Click on the OK button. 
 
The DSS displays the 23510 DPI-SPECIAL layer. 

 Notice that the layer label and layer number have changed. 

 Notice also that when the mouse is positioned over the layer label, it changes 

to a plus sign, indicating that it is a summary point. 

 
To drill down on the layer 
11. Double-click on the layer label 23510 DPI-SPECIAL. 
12. Click OK within the Subset Breakage box. 

 
 Notice that the number of layers changes. The data does not change since this 

is the summary layer. 
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To view the current Budget Codes layer structure 
13. Double-click on the blank part of the layer label, or the word layer. 

 
 Note that Budget Code 23510 has become the summary layer and its detail 

budget fund has become the detail layer. 

14. Click on the OK button. 
 
To drill back up to budget codes 
15. Position the cursor over the summary layer 23510 DPI-SPECIAL. Notice the cursor 

changes to a plus sign with an up arrow inside of it. This indicates that by double-clicking 
on the point, you will be drilling up. 

16. Double-click on the layer label of summary layer 23510 DPI-SPECIAL. 
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You have now successfully drilled down and up on the layers of budget codes. 

 

Swapping Rows, Columns, and Layers 
Sometimes a report can be improved by swapping rows, columns, and layers to change the 
perspective of the data presentation. 
The following walkthrough demonstrates swapping rows, columns, and layers. 
 

WALKTHROUGH: Swapping Rows, Columns, and Layers 
 
 
 
 
 
 
 
 
Walkthrough Objectives 

 Swap columns and layers 

To swap columns and layers 
1. Click on Explore on the menu bar. 
2. Position cursor over Swap from the dropdown menu. 
3. Click on Columns and Layers from the dropdown menu. 
 

SCENARIO 
Your manager at the DPI, company 08XX, likes the data in the BD701 Budget 
Code Recap report. However, your manager is not satisfied with the way the 
data is currently presented. Your manager asks to see the report with the 
columns and layers swapped. 
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The DSS displays the data with swapped columns and layers. The BUDGET CODES are now 
the columns and the MEASURES are the layers. 
 

 
 
The OSC delivers several standard DSS reports that are stored in a shared network directory and 
cannot be altered. However, changes to a report can be saved as a custom report for future use. 
Each night, the data will be updated for the new custom report. 
 

Saving a Custom Report 
The following walkthrough demonstrates how to save a customized DSS report for automatic data 
updates. 

WALKTHROUGH: Saving a Custom Report 
 
 
 
 
 
Walkthrough Objective 

 Save the report as class budget.ppx 

To save the custom report 
1. Click on File on the menu bar. 
2. Click on Save As from the File dropdown menu. 
3. Select the directory c:\DSS Training from the Save As dialog box. 

SCENARIO 
Your manager has decided that the report you produced is acceptable. You want to save 
this report layout under the name class budget for future use. 
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 You may save the report anywhere on your LAN to which you have write access. You do 

not have authority to overwrite the DSS delivered reports on the web. 

4. Type class budget in the FILE NAME field of the Save As dialog box. 

 You are not limited in the DSS to the number of characters used in the naming of your 

report. However, you may be limited in the number of characters by the drive to which you 

are saving the report. 

 Notice the suffix .ppx. This indicates you are saving a PowerPlay Portable report and will 

always be opened with the updated cube on the web. 

5. Click on the Save button. 
You have now successfully saved your custom report for future use. 
 
To close the report 
6. Click on the X in the upper right corner of the report.   

DO NOT click on the red X at the top upper right of the screen as this will close the Cognos 
client. 
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The DSS closes the report and displays a gray screen of IBM Cognos PowerPlay Client. 

 

 NOTE: If you want to open another report from this gray screen, click on File Open on the 

Menu bar or click the Open folder icon on the toolbar. 

 

SUMMARY 
This section of the handbook introduced the concept of layers. The walkthroughs demonstrated 
the DSS tools and techniques for drilling down and up through layers. You learned to: 
 

 Go to a different layer by scrolling or using the Go to Layer dialog box. 

 Drill down on a layer by double-clicking on the layer label. 

 Drill up on layers by double-clicking on the summary layer label. 

 Swap rows, columns, and layers by using the Explore command on the menu bar. 

 Move between layers. 

 Save customized DSS reports. 
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Creating Custom Reports 
 

Overview of the DSS  
The DSS provides the tools for creating detailed financial reports. With DSS users can: 
 
• Make calculations with the data. 
• Display details of more than one dimension on a row or column. 
• Add or delete rows, columns, and layers. 
• Move rows, columns, and layers. 
• Create groupings of related dimension points. 
 

Opening a Report  
The following walkthrough demonstrates how to open an existing report. 
 

WALKTHROUGH: Opening an Existing Report 
 
 
 
 
 
 
 
 
Walkthrough Objectives 

 Opening the CAFR 52G Statement of Revenues, Expenditures and Changes in Fund 

Balances 

To open the report 
1. Login to the NCAS DSS IBM Cognos PowerPlay client. (Refer to Procedure 2: Opening 

a DSS Multi-Dimensional Cube (MDC) Report) 
2. From the Public Folders area, select the Financial Analysis folder. 

SCENARIO 
You are a manager at the DPI. You have been asked to determine the total 
cost of longevity to your agency. You decide to base your customized report 
on the CAFR 52G Statement of Revenues, Expenditures 
and Changes in Fund Balances. 
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3. Select CAFR 52G Statement of Revenues, Expenditures, and Changes in Fund 

Balances.          
 

Drilling in DSS 
Drilling down is used to uncover detailed financial information in reports.  
The following walkthrough demonstrates how to drill down through different dimensions of a 
report. 

WALKTHROUGH: Drilling Down in a Report 
 
 
 
 
 
 
 
Walkthrough Objectives 

 Filter for the current fiscal year 

 Filter for the current fiscal period 

 Drill down on the employee benefits line to get the detailed accounts 

To filter for the fiscal year 
1. Position the cursor over the previous fiscal year on the dimension line. 
2. Click on the current fiscal year from the dimension list. 
 
To filter for the month 
3. Position the cursor over 13th Period on the dimension line. 
4.  Position the cursor over the down arrow next to Fiscal Period from the dimension list. 

SCENARIO 
In order to create your customized report, you decide to filter the 
data for fiscal year and then drill down on expenditures to 
uncover more details. 
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5. Click on the current month. 
 
To drill down on an expenditure account 
6. Double-click on Employee Benefits. 

 
The DSS inserts and highlights rows of detailed data below the summary point (parent).  Notice 
that the detailed accounts that were drilled down are highlighted. 
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7. Position the cursor over Employee Benefits. The cursor becomes a plus sign with an up 
arrow. This shows that Employee Benefits is a parent category and can be double-
clicked on to drill back up. 

 
To explore the results 
8. Position the cursor over 531461 EPA&SPA-LONGVTY PAYAPPRO.  Notice that the 

cursor is an arrow. 

 

 
 
To drill to lowest level of a column 
9. Position the cursor over the General Column. 
10.  Double-click on the General Column. 
11.  Columns 1100 General Fund through 1118 School Technology Fund are revealed. 
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You have successfully created a report that is filtered for fiscal year, current month, and GASB, 
and shows details in expenditure accounts. Use the scroll bar to the right to scroll through the 
accounts in this report.  Use the scroll bar at the bottom to scroll through the General Fund 
GASB’s. 
 
The DSS provides methods for drilling up to summary dimension points on rows, columns and 
layers. The DSS techniques presented in the following walkthrough are used throughout this 
course. 

 
WALKTHROUGH: Drilling Up in Rows 

 
 
 
 
 
 
 
Walkthrough Objectives 

 Drill up to the Statement Caption Summary 

 
To drill up on the Statement Caption Summary 
1.  Scroll down to the Employee Benefits caption. 
2.  Position the cursor over Employee Benefits. Notice it becomes an up arrow plus sign. 

This means this is a parent/summary point and can be drilled up. 
 
3.  Double-click on Employee Benefits. Notice that the highlighted, detailed/child, accounts 

disappear. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SCENARIO 
After drilling down to uncover details, you want to review the data at the 
summarized level. You decide to drill up one level on the detailed accounts. 
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Since drilling down in a report does not result in eliminating extraneous data, any unnecessary 
data may be deleted in a separate step. 
 

Deleting Data in DSS 
In DSS, users can delete data in rows, columns, layers, or all at once. The following walkthrough 
demonstrates techniques for deleting data in rows and columns. 
 

WALKTHROUGH: Deleting Data in Rows and Columns 
 
 
 
 
 
 
 
 
 
 
Walkthrough Objectives 

 Delete rows for All Captions except Employee Benefits 

 Delete the General Column 

 Delete ALL from the report 

To delete contiguous rows from a report 
1.  Click on row label Revenues. 
2.  Press and hold down the Shift key. 
3.  Click on Personal Services. 
4.  Release the Shift key. 
5.  Press the Delete key.  The DSS deletes the highlighted rows. 
 
 
 
 
 
 

SCENARIO 
You decide to delete certain rows and columns of data. However, after 
scrolling through the accounts in this report, you decide that you would 
rather start from scratch than to change this report. The first step in 
creating your new customized report is to delete the rows and columns 
to give you a fresh start. 
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6.  Click and hold the left mouse button on the row labeled Contracted Personal Services. 
7.  Drag the mouse down to the bottom of the report Fund Balance - June 30. This will 

highlight the remaining items on the report. 
8.  Press the Delete key.  
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To delete data in a column 
9.  Click on the column labeled General. 
10.  Press the Delete key. The DSS deletes the column. 
11.  Drill down on Employee Benefits. 
 

 
 
 
To delete remaining rows and columns at once 
12. Click on Edit on the menu bar. 
13.  Position the cursor over Select in the dropdown menu. 
14. Click on All in the dropdown menu. 

 Select All is accomplished by pressing the Control + A keys. 
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The DSS highlights all columns and rows (and layers, if any). 
 
15.  Press the Delete key. 

 
 
 

You have learned how to use DSS to delete data in rows and columns, resulting in a blank report. 
The next step is to plan the rows, columns, and layers you need to add to create your customized 
report. 
 

Creating a Custom Report 
 
Each database has a defined set of dimensions which is displayed on the dimension line. Any 
dimension can be used as a row, column, or layer.   
The following walkthrough demonstrates how to use the Dimension Viewer to add rows, columns, 
and layers to create a custom report. 
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WALKTHROUGH: Adding Rows, Columns, and Layers to Create a 
Custom Report 

 
 
 
 
 
 
Walkthrough Objectives 

 Add certain ACCOUNTS as rows 

 Add MONTHS as columns 

 Add BUDGET CODES/FUNDS as layers 

To add Accounts as rows to a report 
1.  Double-click on All Accounts in the Dimension Viewer. 

 To drill down on a dimension in the Dimension Viewer, you can also click on the plus 

sign beside the dimension. 

2. Double-click on Operating Statement Accounts. 
3. Double-click on Expenditures. 
4. Double-click on Personal Services and Employee Benefits. 
5. Double-click on Employee Benefits. 
6. Click on account 531461. 
7. Press and hold the Shift key. 
8.  Click on account 531462. 
9.  Click on the Add as rows button on the Dimension Viewer toolbar.  
 
 

 
 

  

SCENARIO 
You decide to begin your custom report by planning the rows, 
columns, and layers. 
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Dimension Viewer Toolbar Add Buttons 

 

 
If zero suppression is turned on and no columns have been added, the rows will not be displayed. 
 
 

 There are level buttons to select the level of detail for the categories to be added to  

the workspace. Click on the NEXT LEVEL CHILDREN OF button  in the toolbox 

to add the child categories of the selected category, or click on the LOWEST LEVEL 

CHILDREN OF button to add the lowest level categories, and then add the 

dimension to your report. This is faster than drilling down to the lowest level and adding 

all categories at that level. 

To add MONTHS as columns to a report 
10.  Click on Fiscal Period on the Dimension Viewer to select it. 
11.  Click on the Next level children of button. Since there are only two levels of detail for this 

dimension, the Lowest level children of button can also be used. 
12.  Click on the Add as columns button.  
 
To remove current period filter 
13.  Click on Fiscal Period. 
14.  Click on the Filter button. 
 
To filter for MTD Actual 
15.  Double-click on Measures. 
16.  Click on MTD Actual. 
17.  Click the Filter button. 



IA: DSS-01A 
DSS-Basics  Creating Custom Reports  

 

Office of the State Controller Page 80 

 

 
 
The DSS adds the detail level of the Fiscal Period dimension as columns. 
 
To add Budget Codes layers to a report 
18.  Click on All Budget Codes to select. 
19.  Click on the Add as Layers button.  

 

 You can also click and drag All Budget codes to the Layer Target area next to the 

dimension line to add as layers. 

 
 
20.  Double-click on the All Budget Codes label on the layer. 
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To scroll to the 13510 DPI-GENERAL layer 
21.  Click on the down arrow until the 13510 DPI-GENERAL layer is displayed. 
 

 
 
You have now successfully created your custom report. 
 
A custom report can be saved and will automatically update with new data whenever the 
underlying cube is updated. 
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The following walkthrough demonstrates how to save a custom report. 
 

WALKTHROUGH: Saving a Custom Report 
 
 
 
 
 
 
Walkthrough Objective 

 Save the custom report 

To save a custom report 
1.  Click on File on the menu bar. 
2.  Click on Save As from the dropdown menu.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SCENARIO 
Now that your report is complete, you decide to save it for 
automatic updates so that you can refer to it often in the future. 
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The DSS displays the Save As dialog window. 
 

 
 

 

 
 
 
 
3.  Select the directory C:\DSS Training from the Save As dialog box. 
 
To type the name of your report 
4.  Type ClassRpt in the FILE NAME field of the Save As dialog window. (Be sure you are 

saving to the C:/DSS Training.) 
5.  Click on the Save button. 
 
You have now successfully saved your report. 
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NOTE:  If you customize a report from an existing standard report and save it to your hard drive 
or network drive, the name at the top of the report screen defaults to the standard report and does 
not change to your customized name once saved.  So it is important to change the name of your 
report in the title place holder in order to identify the report when opened in the future.  (Formatting 
titles is covered in the Formatting and Printing chapter.) 
 
 

 
 
 
 
NOTE:  If you customize a report from an existing standard report and publish it to your custom 
folder, the name at the top of the report screen will change to your customized name. 
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The following walkthrough demonstrates how to close a report. 

 
WALKTHROUGH: Closing a Report 

 
 
 
 
 
Walkthrough Objective 

 Close the report 

To close the report  
1. Click on the “X” in the upper right corner of the report.  DO NOT click on the red “X” in the 

upper right corner of the screen as this will close the IBM Cognos PowerPlay client and 
you will have to log in again to open another report.  If you are asked to save changes to 
your report, click no.  

 
 
 
 
This activity provides practice in creating a custom report. The following scenario establishes a 
situation similar to one that employees might encounter in the workplace. 
 

ACTIVITY: Creating a Custom Report 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Activity Objectives 

 Open the BD701 Budget Code Recap Report 

 Filter for the current fiscal year 

 Filter for MTD ACTUAL 

 Delete all 

 Add months as columns 

 Add detailed 5331XX account as rows 

 Add Budget Codes as layers 

 Save the Report as Custom1.ppx 

SCENARIO 
You are now ready to close your report. 
 

SCENARIO 
You are responsible for the General Administrative Supplies for your 
agency. To help you review your month-to-date expenditures, you decide 
to create a custom report using the BD701 Budget Code Recap Report for 
your agency. 
Create your custom report so that it shows your month to date actual 
expenditures by budget code for General Administrative Supplies (Acct. # 
5331XX) for the current year. This report will be named custom1.ppx and 
you will use it later. 
Filter the data by using these dimensions:  

Current Fiscal Year 

MTD ACTUAL (MEASURES). 
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Use the following diagram as a guide to create your custom report. When you are finished, save 
and close the report. 

 
For assistance with this activity, refer to the Steps for Completing the Activity on Creating a 
Custom Report and the Sample Solution on the following pages or ask the instructors for help. 

 
Sample Solution for the Activity on Creating a Custom Report 
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Steps for Completing the Activity on Creating a Custom Report 
 
To open your agency’s BD701 Budget Code Recap report from DSS IBM Cognos 
PowerPlay client 
1. From the Public Folders area, click on the Management Analysis folder. 
2.  Click on the radio button next to the BD701 Budget Code Recap report and click OK. 
 
To filter for the current fiscal year and MTD Actual 
3. Position the cursor over Fiscal Year on the dimension line. 
4. Click on the current fiscal year from the dimension list. 
5. Position the cursor over MEASURES on the dimension line. 
6. Click on MTD ACTUAL from the dimension list. 
 
To delete all columns/rows/layers 
7. Press the Ctrl + A keys. 

 Select all can be performed on the menu bar by clicking on Edit and then positioning 

the cursor over Select. Then click on All from the dropdown menu. 

8. Press the Delete key. 
9. You will get the subset breakage box, click OK. 
 
To open the Dimension Viewer 
10. If the Dimension Viewer is not open when you open the report, click on the Dimension 

Viewer button on the toolbar.  
 
 
To add months as columns 
11. Click on Fiscal Period on the Dimension Viewer. 

12. Click on the Lowest level children of button on the Dimension Viewer toolbar.  
13. Drag Fiscal Period to the right of the home area. A heavy vertical line is displayed. 

Release the mouse button.  

 Or, click on the ADD as Columns button on the Dimension Viewer tool bar.  

 
To add all 5331XX accounts as rows 
14. Double-click on the ACCOUNTS dimension on the Dimension Viewer to drill down. 
15. Double-click on EXP + ADJ TO CASH to drill down. 
16. Double-click on EXPENDITURES to drill down. 
17. Double-click on 533 SUPPLIES to drill down. 
18. Click on 5331 GENERAL ADMINISTRATIVE SUPPLIES to select it. 
19. Click on the Lowest level children of button on the Dimension Viewer toolbar. 
20. Drag 5331 GENERAL ADMINISTRATIVE SUPPLIES to the bottom of the home area. A 

heavy horizontal line is displayed. Release the mouse button.  

 Or, click on the ADD as Rows button on the Dimension Viewer tool bar.  
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To add BUDGET CODES as layers 
21.  Click on the BUDGET CODES dimension on the Dimension Viewer to select it. 
22. Click on the Next level children of button on the Dimension Viewer toolbar. Lowest level 

children of would have added the lowest level, which is Funds. 

23.  Drag Budget Code/Funds to the Layer Target area.  
 
To save the report 
24.  Click on File on the menu bar. 
25. Click on Save As from the dropdown menu and save to C:\DSS Training. 
26.  Type custom1 in the FILE NAME field of the Save As dialog window. 
27.  Click on the Save button. 

 
To close Reporter 
28.  Click on the “X” in the upper right corner of the report. 
You have successfully created a customized report. 
 

SUMMARY 
This section of the handbook used walkthroughs to demonstrate several basic techniques to 
create custom reports by: 

 Drilling down on a dimension summary point to uncover more detailed information in a 
report. 

 Drilling up on a dimension summary point to reduce detailed information in a report. 

 Deleting data in a report. 

 Adding dimensions to a report. 

 Saving and closing a custom report. 
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Modifying Custom Reports 
 

Overview 
This section describes how to change custom reports by: 

• Adding a calculation row, column, or layer. 

• Adding a blank row or column. 

• Adding an underline. 

• Moving a row, column, or layer to another location. 

• Swapping rows, columns, and layers. 

First, you are going to open the OSC report you saved earlier. 
Custom reports retrieve data from databases which are updated nightly by the OSC. When 
opening custom reports at a future date, you should see the same rows, columns, and layers, but 
with updated data. 
 

Opening a Custom Report 
The following walkthrough demonstrates how to open your customized report. 

WALKTHROUGH: Opening a Custom Report 
 
 
 
 
 
 
Walkthrough Objectives 

 Open the custom report 

 Close the Dimension Viewer 

 Resize the dimension line 

To open a customized report 
1. Open Windows Explorer. 
2. Click on C:\DSS Training. If the report has been saved in another directory, select the 

appropriate directory. 
3. Double-click on ClassRpt.ppx. 
You have now successfully opened your customized report. 
To close the Dimension Viewer, if needed 

 Click on the Dimension Viewer button on the toolbar. 

To resize the dimension line, if needed 

 Position the cursor on the edge of the dimension line until a double-headed arrow is 

displayed. 

 Click and drag the dimension line until it is doubled in size. 

SCENARIO 
You are a manager at the DPI. You want to open a customized report that you created 
earlier to see the updated data. 
 



IA: DSS-01A 
DSS-Basics  Modifying Custom Reports  

 

Office of the State Controller Page 90 

 

Frequently, information in financial reports is used in calculations. Calculations can be created 
using rows, columns, or layers in the report. 
Calculations are often used for computing: 

 An increase of a certain percent in expenses. 

 The percentage of total expenditures that a specific expenditure represents. 

 The total of customized groupings of revenue or expenditure categories. 

 The excess of expenditures over revenues (or appropriations). 

Adding a Calculated Row 
The following walkthrough demonstrates how to add a row calculation to a report. A subsequent 
walkthrough covers adding a column calculation to a report. 

WALKTHROUGH: Adding a Calculation Row to a Report 
 
 
 
 
 
Walkthrough Objective 

 Add a calculation row LONGEVITY 

To select the rows to be used in the calculation 
1. Click on 531462. 
2. Press and hold down the Shift Key. 
3. Click on 531461. 
4. Release the Shift Key. 

 Notice the cursor box around 531461. The calculated row will be inserted beneath 

the cursor box. 

 NOTE:  Calculated rows are added below the cursor and calculated columns are 

added to the right of the cursor. 

To set up the calculation 
5. Click on Calculate on the menu bar. 
6. Click on Add from the dropdown menu. 

 
DSS displays the ADD dialog box. 

SCENARIO 

You determine that you need a total of longevity. 
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To change the label title 
7. Type LONGEVITY in the Label box.  
8. Click the OK button. 
Notice that the calculation is displayed in the row below the location of the cursor box 

 
You have successfully completed the calculation row. 

Working with Rows 
Sometimes a report can be improved by moving a row to another location.  Any dimension that is 
a row, column or layer can be moved. 
The following walkthrough demonstrates how to move a row in a report. 

WALKTHROUGH: Moving a Row  
 
 
 
 
Walkthrough Objective 

 Move the LONGEVITY row to the bottom row 

 
To move the LONGEVITY calculation row to another location 
1. Click on the row label, LONGEVITY, and release. The LONGEVITY row is now 

highlighted. 

SCENARIO 
Now that you have created the LONGEVITY calculation row, you want to move it to the 
bottom of the customized report. 

 



IA: DSS-01A 
DSS-Basics  Modifying Custom Reports  

 

Office of the State Controller Page 92 

 

2. Click again on LONGEVITY and hold down the left mouse button. 

 
3. Drag the LONGEVITY row to the bottom row. Notice the heavy line that displays the 

position where the row will be placed. Release the mouse button. 

 Notice that moving the row requires clicking once on the label to select it and once 

more to move it to a new location. 

You have successfully moved LONGEVITY down one row. 

 

 
 

WALKTHROUGH: Renaming a Label 
 
 
 
 
Walkthrough Objectives 

 Rename the calculation row LONGEVITY. 

To rename the calculation row 
1. Click on row label LONGEVITY with right mouse button. 

SCENARIO 
You decide that the calculation row LONGEVITY should be renamed TOTAL. 
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2. Select Rename Label. 
3. Type TOTAL in the New Category Label box. 
4. Click the OK button. 

 
To view the composition of any row, you can Right click on the calculated row or highlight the 
calculated row and choose Explain on the View Menu. 
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WALKTHROUGH: Adding a Blank Row or Column 
 
 
 
 
 
 
 
Walkthrough Objectives 

 Add a blank row before TOTAL 

 Add underline formatting for TOTAL 

To add a blank row 
1. Click on 531462 to select it. 

 Choose the row above the place where you want a blank row added or choose the 

column to the left of where you want a blank column added. 

2. Click on Insert on the menu bar. 
3. Click on Blank(s) from the dropdown menu. 

 NOTE:  Data cannot be typed into the blank line. 

 

DSS inserts a blank row below the cursor and inserts a blank column to the right of the cursor. 
 

 

SCENARIO 
You would like to set off your calculation by adding a blank row above it. 
You would also like to add underlining to signify that TOTAL is a calculated 
row. 
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To add double underline formatting 
4. Click on TOTAL to select it. 
5. Right click the mouse. 
6. Position the cursor over Format Categories on the pop-up menu. 
7. Click on Values Only. 
8. Click on the down arrow beneath Over or underline. 
9. Click on the following option. 

 
10. Click on the OK button. 
The DSS displays the formatted report. 

 
A calculation can also be added to a report as a column or layer. 

Adding a Calculated Column 
The following walkthrough demonstrates how to add a calculation column to a report. 
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WALKTHROUGH: Adding a Calculation Column to a Report 
 
 
 
 
 
Walkthrough Objective 

 Add a calculation Column total for the first quarter 

To select the columns that will be used in the calculation 
1. Click and hold the column labeled July. Drag the curser across August and September 

to highlight all three months. 

 
 
To set up the calculation 
2. Click on Calculate on the menu bar. 
3. Click on Add from the dropdown menu. 
The DSS displays the ADD dialog window. 

 
To indicate the label for the calculation 
4. Type First Quarter in the Label box. 
5. Click on the OK button. 
You have created a calculation column placed to the right of the cursor box. The DSS highlights 
the calculation column. 

SCENARIO 
You need totals for the first quarter. 
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You have now successfully added a calculation column to show you the total longevity for the first 
Quarter. 

 

Moving a Column 
The following walkthrough demonstrates how to move a column to another location. 

WALKTHROUGH: Moving a Column 
 
 
 
 
 
 
 
Walkthrough Objective 

 To move the First Quarter column to another location 

To move the First Quarter column to another location 
1. Click on the First Quarter column label and release. 
2. Click again on First Quarter column label and hold down the left mouse button. 

 
3  Drag the column label to the left, all the way to the right border of the home area. Notice 

the heavy line that displays the “drop zone”. Release the mouse button. 
You have successfully moved the First Quarter column to the first position. 

SCENARIO 
You like the calculation column, but now want to move it to the first column 
in the report. 
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 The underline formatting does not adhere to the new column. 

 

Swapping Layers 
Layers can also be moved by making use of the Swap feature, as demonstrated by the following 
walkthrough. 

WALKTHROUGH: Swapping Rows and Layers 
 
 
 
 
 
 
Walkthrough Objective 

 Switch the rows and layers 

 
To swap rows and layers 
1. Click on Explore on the menu bar. 
2. Position the cursor over Swap from the dropdown menu. 
3. Click on Rows and Layers from the dropdown menu. 
The rows and layers are now swapped on your report. 

SCENARIO 
You think your customized report might be improved if you switch the rows and 
layers. 
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If zero suppression is turned on and you swap rows & layers or columns & layers, you may see 
more layers than expected. Zero suppression does not work on layers. To get rid of the extra 
layers requires swapping back rows & layers or columns & layers, turning zero suppression off, 
and deleting the rows or columns that have all zeros displayed. Then turn zero suppression back 
on and swap rows & layers or columns & layers. 

WALKTHROUGH: Moving Layers 
 
 
 
 
 
 
 
Walkthrough Objectives 

 Move the total calculation layer to the first layer 

To swap rows and layers 
1. Click on Explore on the menu bar. 
2. Position the cursor over Swap from the dropdown menu. 
3. Click on Rows and Layers from the dropdown menu. 

 
To move a row 
4. Click on the row label Total, then release the mouse button. 
5. Click and hold on the row label Total and drag it upwards to the bottom of the home area. 

SCENARIO 
Your total calculation is currently your third layer. You decide it will improve your 
report if the total calculation is the first layer. 
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To swap rows and layers back 
6. Click on Explore on the menu bar. 
7. Position the cursor over Swap from the dropdown menu. 
8. Click on Rows and Layers from the dropdown menu. 

 
You have now successfully moved TOTAL CALCULATION to be the first layer. 
9. Right click on the layer Total to reveal the drop down box. 
10. Click on Go to Layer. 
11. Click CANCEL. 

 
12. Save and close report. 
. 
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This activity is designed to provide practice changing a custom report by adding calculation 
columns. The following scenario establishes a situation similar to one that employees might 
encounter in the workplace 
 

ACTIVITY: Changing a Report 
 
 
 
 
 
 
 
 
 
 
 
 
Activity Objectives 

 Open the custom1.ppx report 

 Calculate total columns for quarters 1- 4 

 Delete columns for the individual months from the report 

 Calculate YTD ACTUAL 

 Save the new version of your report as custom1_modified.ppx 

 
For assistance with this activity, refer to the Steps for Completing the Activity on Creating a 
Custom Report and the Sample Solution on the following pages or ask the instructors for help. 

Sample Solution for the Activity on Changing a Custom Report 

 

SCENARIO  
You are responsible for the general administrative supplies for your agency. You want 
to review your general administrative expenses at the end of each quarter for the 
current fiscal year. 
Open the custom report named custom1.ppx that you created in a previous activity. 
Change the report by adding calculation columns to show the year to date actual and 
quarter to date actual expenditures for each quarter for General Administrative 
Supplies (Acct. 5331XX) for the current fiscal year. 
Use the following diagram to guide you in creating your custom report. When you are 
finished, save the report as custom1_modified.ppx. 
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Steps for Completing the Activity on Creating a Custom Report 
To open your custom report using Windows Explorer 
1. Using Windows Explorer, locate your report file Custom1.ppx and double-click on the file 

name to open it. 
To add the Quarter 1 calculation and delete the 1st Quarter’s months 
2. Click on the column label July. 
3. Press and continue to hold down the Shift key. 
4. Click on the column label September. 
5. Release the Shift key. 
6. Click on Calculate on the menu bar. 
7. Click on Add to select it from the dropdown menu. 
8. Type Quarter 1. 
9. Click on the OK button. 
10. Click on the column label July. 
11. Press and continue to hold down the Control key. 
12. Click on the column label August. 
13. Click on the column label September. 
14. Release the Control key. 
15. Press the Delete key. 
To add the Quarter 2 calculation and delete the 2nd Quarter’s months 
16. Click on the column label October. 
17. Press and continue to hold down the Shift key. 
18. Click on the column label December. 
19. Release the Shift key. 
20. Click on Calculate on the menu bar. 
21. Click on Add to select it from the dropdown menu. 
22. Type Quarter 2. 
23. Click on the OK button. 
24. Click on the column label October. 
25. Press and continue to hold down the Control key. 
26. Click on the column label November. 
27. Click on the column label December. 
28. Release the Control key. 
29. Press the Delete key. 
To add the Quarter 3 calculation and delete the 3rd Quarter’s months 
30. Click on the column label January. 
31. Press and continue to hold down the Shift key. 
32. Click on the column label March. 
33. Release the Shift key. 
34. Click on Calculate on the menu bar. 
35. Click on Add to select it from the dropdown menu. 
36. Type Quarter 3. 
37. Click on the OK button. 
38. Click on the column label January. 
39. Press and continue to hold down the Control key. 
40. Click on the column label February. 
41. Click on the column label March. 
42. Release the Control key. 
43. Press the Delete key. 
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To add the Quarter 4 calculation and delete the 4th Quarter’s months 
44. Click on the column label April. 
45. Press and continue to hold down the Shift key. 
46. Click on the column label June. 
47. Release the Shift key. 
48. Click on Calculate on the menu bar. 
49. Click on Add to select it from the dropdown menu. 
50. Type Quarter 4. 
51. Click on the OK button. 
52. Click on the column label April. 
53. Press and continue to hold down the Control key. 
54. Click on the column label May. 
55. Click on the column label June. 
56. Release the Control key. 
57. Press the Delete key. 
 
To add the YTD calculation 
58. Click on Edit on the menu bar. 
59. Position the cursor over Select from the dropdown menu. 
60. Click on Columns from the dropdown menu 
61. Click on Calculate on the menu bar. 
62. Click on Add to select it from the dropdown menu. 
63. Type YTD Actual. 
64. Click on the OK button. 
 
To move YTD Column 
65. Click on YTD Column. 
66. Release mouse. 
67. Click on YTD Column and drag to the far left. 
 
To save and close the report 
68. On the menu bar, click on File, then Save As. 
69. In the Save As dialog box, type Custom1_modified in the File name window. 
70. Click on the Save button. 
71. Close your report by clicking on the X in the upper right hand corner of the screen.  Do not 

click on the X in the red box because this will close Cognos Client. 
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Nesting Dimensions 
Nesting allows you to add another dimension to your reports other than as a row, column or layer.  
When Nesting, there are two “drop zones”.  The long bar drop zone allows nesting for all rows or 
all columns.  The short bar drop zone allows nesting to an individual row or column. 

 
WALKTHROUGH: Adding a Long Bar Row Nesting 

 
 
 
 
 
 
 
 
 
Walkthrough Objectives 

 Open BD 701 Budget Code Recap 

 Delete all 

 Open the Dimension Viewer 

 Add rows Travel and Communication 

 Add a left nesting of Budget Codes 

To open BD 701 Budget Code Recap from the Public Folders area 
1. Locate the report in the Management Analysis folder and double-click on the report. 
To delete all 
2. Press the Control + A keys.  Click OK to the Subset Breakage message. 
3. Press the Delete key. 

 On the menu bar choose Edit, position the cursor over Select from the dropdown 

menu, and click on All from the dropdown menu. 

To open the Dimension Viewer, if needed 
4. Click on the Dimension Viewer button on the toolbar. 
5. Position the cursor over the right border of the Dimension Viewer. 

 The cursor changes shape to become a crosshair. 

6. Click and drag the border to the right until all dimension titles are visible. 
To add rows 
7. Double-click on Accounts in the Dimension Viewer. 
8. Double-click on Exp & Adj to Cash accounts. 
9. Double-click on Expenditures. 
10. Double-click on 532 Purchased Svcs. 
11. Click on 5327 Travel & Other Employee Expenses in the Dimension Viewer. 
12. Press and continue to hold down the Shift key. 
13. Click on 5328 Communication & Data Processing in the Dimension Viewer. 
14. Release the Shift key. 
15. Click on the Add as rows button on the Dimension Viewer toolbar. 

SCENARIO 
You have decided to start a custom report from scratch using the BD 701 Budget Code 
Recap. First, delete all. Then add back TRAVEL and COMMUNICATION as rows. Do 
a left nesting of Budget Codes. 
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 To add rows, click on the dimension to add, right click, and click on Add as Rows on 

the pop-up menu. 

DSS displays the added rows. 

 
To add a left nesting 
16. Click on Measures in the Dimension Viewer. 
17. Click on the Next level children of button on the Dimension Viewer toolbar. 

 
18. Drag Measures to the left side of the rows. A long bar is displayed. Release the mouse 

button. 

 
The DSS displays the row nesting. 
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19. Undo the Long Bar nesting.   

 
WALKTHROUGH: Adding Short Bar Nesting 

 
 
 
 
 
 
Walkthrough Objectives 

 Add the Budget Code as a Short Bar Nesting 

To add a short bar nesting 
1. Click on Budget Codes in the Dimension Viewer to select it. 
2. Drag Budget Codes to the right side of Communication row. A short bar is displayed. If 

you have a long bar, move the cursor slightly to the left and it will turn into a short bar. 
Release the mouse button. 

SCENARIO 
You decide you need to see COMMUNICATIONS broken out by budget code. 
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The DSS displays the short bar nesting. 

 

3. Click Undo to undo the Short Bar nesting.   
 

To nest the next level of budget codes 
4. Click on Budget Codes again to activate the Dimension Viewer tool bar buttons. 
5. Click the Next Level Children of button on the Dimension Viewer tool bar. 
6. Drag Budget Codes to the right side of the 5328 Communications row. When a short bar 

is displayed, release the mouse button. 
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7. Delete Travel now. 

WALKTHROUGH: Adding Various Short Bar Nestings 

 
 
 
 
 
 
 
 
 
Walkthrough Objectives 

 Change the crosstab layout to Indented 1 

 Filter the data for MTD Actual 

 Add current and previous Fiscal Years as columns 

 Add June to the previous fiscal year as a lower nesting 

 Add July to current fiscal year as a lower nesting 

 Close the Dimension Viewer 

To change the crosstab layout 
1. Click on Format on the menu bar. 
2. Position the cursor over Crosstab Layout. 
3. Click on Indented 1. 

 To change the crosstab layout, right click the mouse in the work space, position the 

cursor over Crosstab Layout on the pop-up menu and click on Indented 1. 

SCENARIO 
You want to see MTD data for the last month of the previous fiscal year and 
First month of the current fiscal year. You decide to change the crosstab 
layout to Indented 1 so that more data will be visible on the screen. 
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The DSS changes the Crosstab Layout so that less screen space is used by the nested rows. 

 
To filter for MTD Actual 
4. Double-click Measure on the Dimension Viewer. 
5. Click on MTD Actual. 
6. Click the Filter button. 
To add fiscal years as columns 
7. Double-click on Fiscal Year in the Dimension Viewer. 
8. Click on the previous fiscal year in the Dimension Viewer. 
9. Press and continue to hold down the Shift key. 
10. Click on the current fiscal year in the Dimension Viewer. 
11. Release the Shift key. 
12. Drag these dimensions to the right of the home area. A heavy line is displayed. Release 

the mouse button. 
 To add columns, click on a dimension, right click, and click on Add as columns on 

the pop-up menu.  OR 
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 To add columns, click on a dimension to select it and click on the Add as columns 

button on the Dimension Viewer toolbar. 

 
 

 
 
To nest June under the previous fiscal year 
13. Double-click on Fiscal Period in the Dimension Viewer. 
14. Click on June. 
15. Drag June to the bottom of the column label for the previous fiscal year. A short bar is 

displayed. If you have a long bar, move the cursor up slightly and it will turn into a short 
bar. Release the mouse button. 
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To nest July under the current fiscal year 
16. Click on July in the Dimension Viewer. 
17. Drag July to the bottom of the column label for the current fiscal year. A short bar is 

displayed. If you have a long bar move the cursor up slightly and it will turn into a short 
bar. Release the mouse button. 

To close the Dimension Viewer 
18. Click on the Dimension Viewer button on the toolbar. 
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To save the report 
19. Click on File on the menu bar. 
20. Click on Save As from the drop down menu. 
21. Type CUSTOMRPT in the filename blank. 
22. Click Save. 

 

SUMMARY 
This section of the DSS handbook used walkthroughs to demonstrate how to change a DSS 
report. Mastery of the skills demonstrated in this section provides the user with many techniques 
for manipulating the DSS data. 
Walkthrough topics covered: 

 Opening a report. 

 Creating calculation rows, columns, and layers. 

 Adding a blank row or column. 

 Adding an underline. 

 Moving rows, columns, and layers. 

 Swapping rows, columns, and layers. 

 Add long bar and short bar nesting to rows and columns. 
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Formatting, Printing, and Exporting 
 

Overview 
The DSS allows users to format data by using commands that are similar to those used in many 
Microsoft applications. This section describes how to format, print, and export reports by: 

 Displaying/Viewing/Changing Titles, Headers and Footers 

 Formatting Categories 

 Adjusting Row and Column Sizes 

 Suppressing Zero Values 

 Changing Display Options 

 Printing 

 Saving to Excel 

Working with Titles/Headers and Footers 
Most of the standard DSS reports delivered are created with a title, header and footer. Titles, 
headers and footers can include text, variables and picture objects, and can easily be customized 
by the user. 
The following walkthrough demonstrates how to edit a report title. 

WALKTHROUGH: Editing Titles 
 
 
 
 
 
 
 
Walkthrough Objective 

 Add Budget Code Account Analysis as the report title 

To edit the title 
1. Open the Custom Report entitled Class Budget.ppx. 
2. Double-click on the title. 

 Click on Format on the menu bar. Then Click on Title, Header, Footer, and then click 

on Title. 

 
 
 
 
 
 
 
 
 
 

SCENARIO 
Your manager’s list has a request for a revised title. To begin, you would like to see the existing 
title and the available variables for the title. Then you will edit the title of your report. 
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The DSS displays a Title box. 
 

 
 
The title box has a title area, a format toolbar and an Insert button. The insert button has 
predetermined variables that may be added to the title, and may also be used to add graphics 
images to the title area. 
 
To view the available report variables 
3. Click on the Insert button. 
4. Position the cursor over Report. 
 
DSS displays the Report variables. 
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Report variables are: 
Report File Name  This is the report name, the name of the cube, and the mode. 
Report File Date This is the date the report was published. The DSS displays a Date and 

Time dialog box that is used to format the date. 
Report File Time This is the time the report was published. The DSS displays a Date and 

Time dialog box that is used to format the time. 
 
To view the available MDC variables: 
5. Position the cursor over MDC. 
  
DSS displays the MDC variables. 
 

 
 
Commonly used MDC variables are: 
MDC File Name The name of the MDC. 
MDC File Date  The date the cube was created. The user is prompted to choose the date 

format. 
MDC File Time  The time the cube was created. The user is prompted to choose the time 

format. 
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To view the available Variable variables 
6. Position the cursor over Variable. 
 

 
 
Commonly used Variable variables are: 
Current Default Measure The MEASURE that is currently filtered. Measures are not included 

in the Dimension Line variable when added to a title. Since 
Measures is the last category on the dimension line, it is usually 
added to the title directly after the dimension line. 

Current Date The date on the client machine (PC). The user is prompted to 
choose the date format. 

Current Time The time on the client machine (PC). The user is prompted to 
choose the time format. 
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To view the available Numbers variables: 
7. Position the cursor over Numbers.  
   

 
 
 
Commonly used Numbers variables are: 
Page Number 
Report Layer Reference  Current layer number of the total number of layers being printed. 

Ex. [Layer 1 of 2] 
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To view the available Dimension variables: 
8. Position the cursor over Dimension. 
 

 
 
 
The Dimension variables are: 
Dimension Line  The dimension line as filtered, excluding the MEASURES category 

that must be added from the Variables menu. 
Individual Dimensions  Any dimension other than the MEASURES category you desire. 

This is useful to verify that the month and fiscal year are filtered 
correctly. 

 
 
 
Picture Object Variable: A picture allows a BMP (Windows or OS/2 bitmap) or a WMF 

(Windows Metafiles) file to be added to a title, header, or footer.  
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To close the title box: 
11. Click on the OK button. 
 
The DSS displays the full default title. 
 

 
 

To edit the title 
12. Double-click on the title. 
13. Highlight Budget Code Recap BD701 using your mouse. 
14. Type Budget Code Account Analysis. 
 

 
 
To format the title: 
15. Highlight Budget Code Account Analysis to select it for formatting. 
16. Click on the down button to display the font size options. 
17. Click on 12 to choose the font size. 
18. Click on the OK button. 
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The DSS displays the new title. 
 

 
 

 
WALKTHROUGH: Viewing/Editing Headers and Footers 

 
 
 
 
 
 
Walkthrough Objectives 

 View default headers and footers 

There are three different ways to review report headers and footers. The first is to print the report. 
The second is to perform a print preview. The third is to change the page layout to either 
page layout or page width. 
 
To view headers and footers: 
1. Click on the Print Preview button on the tool bar. 

 
 
 
 
 
 
 
 
 
 

SCENARIO 
You would like to see the default headers and footers for class_budget.ppx. 
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The DSS displays the print preview window. 
 

 
 
2. Click on the Close button to close the print preview window. 

 To edit Headers and Footers, follow the same steps used to edit a Title. 

 

Formatting Values and Labels 
The following walkthrough demonstrates how to change the format of numbers in the DSS reports. 

WALKTHROUGH: Formatting Values 
 
 
 
 
 
 
 
 
 

SCENARIO 
You have decided that the next step is to complete the format menu changes that 
your manager requested. You will format the numbers with comma separators 
and two decimal places. 
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Walkthrough Objectives 

 Select all 

 Format numbers with comma separators and two decimal places 

o Reports are defaulting with commas and decimals so this walkthrough will give an 

example of how to edit values. 

To select the data where the number format will be changed: 
1. Click on Edit on the menu bar. 
2. Position the cursor over Select from the dropdown menu. 
3. Click on All from the dropdown menu to highlight the data. 

 Notice that the DSS gives you a choice of selecting rows, columns, layers or all. 

 To select all, press the Control and A keys simultaneously. 

The DSS highlights the data. 
 

 
 
To change the number format: 
4. Click on Format on the menu bar. 
5. Position the cursor over Categories from the dropdown menu. 
6. Click on Values Only from the dropdown menu. 

 The category choices are: Labels Only, Values Only, Labels and Values and 

Default. To use any of these formatting choices other than Default, you must first 

select the area to be formatted. 

 

 Right click on the highlighted area, then position the cursor over Format Categories 

and click on Values Only. 

 

 The Format Categories dialog box facilitates formatting the font, format (numbers), 

alignment and patterns. 

7. Click on the Format tab. 
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The DSS displays the format options. 
 

 
 
8. Clicking on #,##0 in the Format Option box will insert commas. 
9. Clicking on the up or down arrows in the Decimal places box will set the number of 

decimal places in the values. 
10. Click on the OK button. 
11. Click in the home area to deselect all. 

 Click anywhere in the workspace. 

The DSS displays the data in the number format selected. 
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The following walkthrough demonstrates how to align and bold column labels in the DSS reports. 
Row labels and data can also be aligned using the same procedure. 
 

WALKTHROUGH: Formatting Labels 
 
 
 
 
 
Walkthrough Objectives 

 Bold the column headings 

 Left justify the column headings 

To highlight column titles: 
1. Click on Edit on the menu bar. 
2. Position the cursor over Select from the Edit dropdown menu. 
3. Click on Columns from the Select dropdown menu. 
 

 
 
To bold the column titles: 
4. Click on Format on the menu bar. 
5. Position the cursor over Categories from the Format dropdown menu. 
6. Click on Labels Only. 

 Right click on the highlighted area, then position the cursor over Format Categories and 

click on Labels Only. 

 
 

SCENARIO 
You decide next to bold and left justify the column titles on the report. 

 



IA: DSS-01A 
DSS-Basics  Formatting, Printing and Exporting  

 

Office of the State Controller Page 125 

 

7. Click on Bold in the Font style section.  Then click OK. 
 

 
 
To left justify the column headings: 
8. Click on the Alignment tab. 

 Notice that the Column label area is the only area active because only columns were 

selected on the report.  
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9. Click on the Left option button, then click the OK button. 
10. Click on the home area to deselect everything. 

 You may also click anywhere in the workspace to deselect everything. 

 
The DSS displays the results. 
 

 
 

 
WALKTHROUGH: Formatting with Overline/Underline 

 
 
 
 
 
 
Walkthrough Objectives 

 Put a single overline/double underline on the values in the APPROPRIATIONS Row 

 
To select the row to format: 
1. Click on the row label APPROPRIATIONS to select it. 

 
To open the format dialog box: 
2. Right click the mouse to display the pop-up menu. 
3. Position the cursor over Format Categories on the pop-up menu. 
4. Click on Values Only on the pop-up menu. 

 Click on Format on the menu bar, position the cursor over Categories, and then click 

on Values Only. 

SCENARIO 
You need to create a single overline/double underline for the values in the 
APPROPRIATIONS row. 
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The DSS displays the Format Categories dialog window. 
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To overline and to underline the row 
5. Click on the down arrow on the Over or underline list box. 
6. Scroll to the bottom of the box. 

7. Click on the  
8. Click on the OK button. 
9. Click on the home area to deselect the row. 
 
The DSS displays the report formatted with the underline style specified. 
 

 

 

Formatting Columns and Rows 
DSS has default row and column sizes. When a display field is too small, the value is displayed 
as the pound symbol (###). The following walkthrough is designed to show you how to adjust row 
sizes. The method shown will also work on columns. 
 

WALKTHROUGH: Adjusting Column and Row Sizes 
 
 
 
 
 
Walkthrough Objectives 

 Resize the rows to display the entire row title 

 
To adjust column and row size: 

 Position the cursor over the right border of the row. Notice that the cursor changes shape 

to a cross-hair. 

 

 
 

 Click and drag the border to the right until the entire row label is visible. 

SCENARIO 
Your manager requested the rows sized so that the complete account title is visible when 
drilled down to a detailed account. 
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 Double-click the cross hair and the row will auto adjust for the label. 

 

 
 
The DSS displays the report formatted with correctly sized rows. 
 

 
 

 
 
 

Zero Suppression 
Building custom reports may result in many rows or columns in which the values are all zeros. 
The Suppress Zeros feature can conceal these from view, and yet allow them to reappear 
whenever a cube update results in a non-zero value in a concealed row or column. 

 
WALKTHROUGH: Suppressing Zero Values 

 
 
 
 
 
 
 

SCENARIO 
Your manager wanted budget codes/funds with all zero values hidden. Since these 
budget codes/funds may have values in them in the future, you decide to suppress zero 
columns rather than deleting the columns. 
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Walkthrough Objective 

 Suppress zero columns and rows 

 

1. Double-click on Exp & Adj to Cash. 
2. Double-click on Column 23510 DPI-Special. 
3. Click OK within the Subset Breakage dialog box. 
 
To suppress zero value columns: 
4. Click on Explore on the menu bar. 
5. Position the cursor over Suppress / Zeros from the dropdown menu. 
6. Click on Rows & Columns from the dropdown menu. 
 
The DSS places a check mark in front of Rows and Columns Only in the Suppress Zeros 
dropdown menu after it has been selected. 
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DSS displays the results. 
 

 
 

 DSS allows zero value rows or columns or both to be hidden. 

 
To deselect suppressed zero columns or rows, click on Suppress Zeros and then click on selected 
category. 

 

 

Changing Display Options 
 

WALKTHROUGH: Changing Display Options 
 
 
 
 
Walkthrough Objective 

 Remove gridlines 

 
To remove gridlines: 
1. Click on Format on the menu bar. 
2. Click on Display Options from the dropdown menu. 

SCENARIO 
Your manager has asked you to remove the lines on the DSS report to make the 
appearance more professional. 
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The DSS brings up the Display Options dialog box. 
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To remove all gridlines: 

 Click once in each Gridline Options box to remove the . . 

 Notice you can take the automatic indent off from this menu. 

 If you click on the Totals tab you can give the summary rows and summary columns a 

label name. 

 

 Click on the OK button. 

The DSS displays the report without gridlines. 
 

 
 
 

Printing a Report 
A DSS report can be printed to retain a hard copy of the data at a particular point in time. The 
following walkthrough demonstrates how to print a DSS report. 
 

WALKTHROUGH: Printing a Report 
 
 
 
 
 
 
 
Walkthrough Objectives 

 Use Print Preview 

 
To open the Print dialog box: 
1. Click on File on the menu bar. 
2. Click on Print from the dropdown menu. 
 

 

SCENARIO 
You have finished the formatting changes your manager requested. You want to print a 
copy of the report for your manager’s review. 
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The Print dialog box is displayed. The Print dialog box has four significant sections: 
• Printer selection 
• Print Range 
• Copies 
• Other 
 

 
The Printer selection area is for choosing a printer. This also has a button that will allow you to 
change the properties for your printer. The Print to file check box will print the report to a .prn file 
that can be sent to a printer.  
The Print range section is used to select the entire report, pages or selections of a report to be 
printed. 
 
The Copies section is used to select multiple copies of a report to be printed. You may also 
choose to collate the report. 
 
The Threshold section determines the threshold of pages to be printed. The DSS will warn you 
if you are asking to print more than the threshold. The DSS will print the pages up to your threshold 
if you reply that you do not want to print more pages than the threshold. If you click on the Yes 
button, the remainder of the pages will print. 
 
The Fit to Page option will fit each layer to a page. If there are many rows or columns, this option 
will reduce the size to an illegible level. 
 
The Options button is used to change print options to print more than one page and/or layer of a 
report. 
 
The Preview button is used to preview the print job. 
 
To select the printer: 
3. Click on the Name list box to change the printer. You can view the list of available printers. 
4. If the printer properties need to be changed or reviewed, click on the Properties button to 

change printer properties, including print quality. Click OK. 
 
To view the report before the options changed: 

 Click on the Preview button. 

 
The DSS displays the print preview. The page buttons are active, which indicates that more than 
one page of the report will print. 
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 Click on the Close button. 

To change Print Options 

 Click on the Options button. 

Page layout view – will print the first page of all displays as they display in the page layout 
view. 
Selected displays – will print all pages for the selected display. At present, we only have 
one display. 
Entire Report - will print all pages of the report. 

 Click on the list box Selected display(s) in the Printing area. The Selected display printing 

options will become active. 
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Choose display printing options, as desired. 
 
To set to print more than one layer: 
9. Click on the Rows and Layers tab. 
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10. Click on the Print the specified rows and layers select box. 
11. Double-click on the All layers select box to choose all layers. 

 Click on desired layers to print. 
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12. Click on the OK button. 
 
To preview the print job: 
13. Click on the Preview button. 

 The DSS displays the print preview. Notice that the page buttons are active which 

means more than one page will print. 
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14. Click on the Next Page button to scroll through the report pages. 
15 Click on the Close button. 
16. For this example, click on the Cancel button. (You would complete the printing process 

by clicking the OK button.) 
 

Saving a Report to MS Excel 
Users sometimes find it useful to save a record of the DSS data at a particular point in time, for 
example, after performing complex calculations on the DSS data, or to send the data in electronic 
format to coworkers who do not have access to the DSS. 
 
The following walkthrough will demonstrate how to save a report to Excel. Financial data in this 
spreadsheet will not be automatically updated by the DSS and cannot be drilled up and down. 

 
WALKTHROUGH: Saving to Excel 

 
 
 
 
 
 
 
Walkthrough Objectives 

 Save the DSS data to Excel 

 View the data in Excel 

 
To save the report to Excel: 
1. Click on File on the menu bar. 
2. Click on Save As from the dropdown menu. 
3. Type class2 in the File name box of the Save As dialog box. 
4. Click on the down arrow beside the SAVE AS TYPE field. 
5. Click on Excel 2007 (*.xlsx) to select it from the SAVE AS TYPE field in the Save As 

dialog box. 

SCENARIO 
Your manager wants the data on this report saved as of today. You decide to 
use Excel so that the report will not be automatically updated with new data. 
Name your spreadsheet class2. 
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 Note the other available choices of file types. 

The number of characters to use in the naming of your report is limited only by your operating 
system. 
6. Select the C:\DSS Training from the list box, if not already chosen. 
7. Click on the Save button. 
 
The DSS displays a completion message. 
 

 
 
8. Click on the OK button. 
9. Open the Excel spreadsheet. 
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Notice that: 

 Excel saves each layer as separate sheets in individual tabs. 

 The Suppress Zeros/Columns Only feature was selected, so zero columns are not 

saved to Excel. 

 Excel column width may need to be adjusted. 

10. Close the Excel spreadsheet without saving the changes. 

 Remember that this spreadsheet will not be updated when the DSS database updates. 

11. Click on the Top “X” in the top right corner of the screen. 
12. Click NO to save the changes. 
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Final Projects 
 

Activity 1: Custom Report - Budget Reduction 
 
 
 
 
 
 
Open an existing report and clear default data 
1. Ensure that you are logged into the DSS IBM Cognos PowerPlay client.  From the Public 

Folders area, click on the Management Analysis folder. 

2. Click on the BD 701 Budget Code Recap. 

 
Set the Year, Period and Measures 
3. If the Dimension Viewer is not open, click on the Dimension Viewer button. 
4. Double-click on Fiscal Year. 
5. Select current fiscal year. 
6. Click on the Filter button. 
7.  Double-click on Fiscal Period. 
8.  Click on the current month. 
9.  Click the Filter button. 
 
Delete columns 
10.  Click on the MTD Actual column 
11.  Press and hold down the Control key and click on QTD Actual,Unexp Cert Amt, Unexp 

Auth Amt, and YTD Encumbrances columns. 
12.  Release the Control key. 
13.  Press the Delete key on your keyboard. 
 
Create Budget Reduction Calculation 
14.  Click on the column YTD AUTH BUDGET. 
15.  Click on Calculate on the menu bar. 
16.  Click on Multiply from the dropdown menu. 
17.  Type .95 in the Number box. 
18.  Click OK. 
19.  Click on the label of the new column YTD AUTH BUDGET * .95 with the right mouse 

button. 
20.  Click Rename label. 
21.  Type Budget Reduction 5% in the New category label box. 
22.  Click OK. 
 
Add Title & Underline Appropriation 
23.  Click on the label APPROPRIATION. 
24.  Click on Format on the menu bar. 

Scenario 
You want to create a custom report to calculate state appropriation 
and determine the effect of a 5 percent budget reduction. 
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25.  Select Categories/Values Only. 
26. In the Over or underline box select the desired format. 
27.  Click OK. 
28.  Click on Format on the menu bar. 
29.  Select Title, Header and Footer/Title. 
30.  In the Title box, delete the title Budget Code Recap. 
31.  Then type the new title, Effect of 5% Budget Reduction. 
32.  Delete BD 701 within the Title Box. 
33.  Click OK. 
 
Save the report 
34.  Click on File on the menu bar. 
35.  Select Save As. 
36.  In the Save In box, choose the appropriate location. 
37.  In the File name box type 5% Bdgt Reduction. 
38.  In the Save as Type box, choose PowerPlay Portable Report (*.ppx). 
You have successfully created your report! 
 

Sample Solution: 

 

 
 

Activity 2: Custom Report - Analyze Transfers 
 
 
 
 
 
 
 
 
1. Open the CAFR 52G or 53P report for your agency. 
2.  Turn off zero suppression, by selecting Explore/Suppress/Zeros. 
3.  Click Rows & Columns to remove the check mark. 
4.  Highlight all the rows except Transfers In and Transfers Out. Press the delete key. 
5.  Double-click on the Transfers In and Transfers Out rows. 
6.  Highlight all the rows except 4381 and 5381.  Press the delete key. 

Scenario 
You want to create a report that will help to determine if there are 
any Transfer Ins and Transfer Outs that need to be eliminated at 
June 30th. 
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7.  Double-click on 4381 and 5381. 
 Alternative to steps #4 to #7, delete all rows of the report by selecting Edit/Select Rows 

and pressing the delete key.  Within the Dimension Viewer, highlight Transfers In Accts 
4381 and Transfers Out Accts 5381 and then press the Lowest Level of Children 
button.  Then press the Add as Rows button within the Dimension Viewer. 

8.  Turn zero suppression back on by selecting Explore/Suppress/Zeros/Rows & Columns. 
9.  Double-click on each GASB column, except the General Fund column. 
10.  Double-click on each GASB until you get down to the individual GASB column. 

Note:  When analyzing transfers in and transfers out for General Fund, the analysis 

should be done at the 11XX GASB level. 

11. If your agency has more than one company, filter the FRU dimension to obtain the first 
three positions of company number. 

12.  Then filter the GAAP Fund Type dimension to obtain the fourth position of company 
number. 

Note:  In lieu of doing steps #11 and #12, you could nest lowest level of FRU dimension 
under each GASB column.  Then nest lowest level of GAAP Fund dimension 
under each 3-digit FRU number. 

13.  Make sure that the report is filtered for 13th period of the year of interest. 
14.  Delete columns that are summary columns. 
15.  Delete rows that are summary rows. 
 
You have now created a report that will assist in determining if there are any GASBs that need to 
be eliminated within a company. 

 

Sample Solution: 
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Procedure 1:  Opening a 
DSS Static Report 

 

 
 

1. Open a web browser, either Internet Explorer or Firefox. 

2. Enter address https://ncasdss.ncosc.net . 

3. Click on the link Login to NCAS DSS.  

4. Login with your current NCID and password. 

5. From the GDAC Portal home page, click on the NCAS DSS tab. 

6. You will be placed in the Reports area. (Location: WebDAV) 

7. From the Reports area, access your agency’s static reports (BD725, CAFR 11a, or Trial 

Balances) by clicking on the Agencies or 01x_General Assembly folder.  

8. Select your agency. 

9. Select the desired folder – BD725, CAFR 11a, or TrialBal. 

10. If you chose the BD725 reports folder or the TrialBal reports folder, open the desired 

report by clicking on the title.  You will have the option to view these reports in PDF format 

or Excel format.  Select the desired version of the report you wish to view.  Depending on 

your Adobe Reader configuration, a PDF report will either open in the current web browser 

https://ncasdss.ncosc.net/
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window or it will open in a separate Adobe window.  An Excel report will open in an Excel 

window.    

11. If you chose the CAFR 11a reports folder, open the CAFR 11a report by clicking on the 

title.  The report will open in PDF format.  Depending on your Adobe Reader configuration, 

the report will either open in the current web browser window or it will open in a separate 

Adobe window.   

12. To open the Master Table Definitions report, click on the Master_Table folder from the 

Reports area (WebDAV location).  The report will open in Excel format in an Excel 

window. 
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Procedure 2: Opening a DSS  
Multi-Dimensional Cube (MDC) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Go to Start, All Programs, IBM Cognos 10, IBM Cognos PowerPlay. 

2. From the Welcome screen, click on the button next to “Open an existing report”. 

3. From the “Select a Report” window, click on the button next to “Remote”.  

4. You will be prompted to log on.  Use your current DSS ID and password. 

5. You will be placed in the Public Folders area. 
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6. From the Public Folders area, access MDC reports by clicking on one of the following 

folders:  EAGLE, Financial Analysis, or Management Analysis. 

7. Select the radio button next to the desired report and click OK. 

8. Depending on the report and your user permissions, either the report will open or you will 

be prompted to “Select a DataSource Connection”.  If you are prompted, select an agency 

from the drop down box, click OK and the report will open.   
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Procedure 3: Filtering for a 
Dimension in DSS Report 

1. Scroll across the Dimension Bar to the right, if necessary, until the desired dimension 

is visible. 

2. Position the cursor over the Dimension to view the Dimension’s list. 

3. Click the item from the list for which you are filtering. 

 If the folder on the Dimension bar becomes a rectangle, the data for which you are  
 filtering is at the lowest level for this Dimension. 

The most frequently filtered Dimensions are: 

 Budget Codes/Funds 

 FISCAL YEAR 

 FISCAL PERIOD (months) 
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Procedure 4: Using the Dimension 
Viewer to Filter Data in 

DSS Reports 

1. Click the Dimension Viewer button on the Toolbar. 

2. Position the cursor over the right border of the Dimension Viewer. Notice that the cursor 

shape changes to a crosshair. 

3. Click and drag the border to the right until all the Dimension titles are visible. 

4. Double-click the desired Dimension in the Dimension Viewer to view lower levels of the 

Dimension. 

 The plus sign indicates a parent category with child categories below. 

5. To filter data, double-click on a dimension until you reach the desired level within the 

dimension. 

6. Click the filter button (the Funnel Icon) on the Dimension Viewer toolbar. The DSS displays 

the data for which you have filtered. 

 

    The Dimension Viewer can be more efficient than the Dimension Line when a dimension is 
filtered more than one level down. 

7. Click the Dimension Viewer button on the toolbar to close dimension viewer. 
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Procedure 5: Swapping Rows, 
Columns, and Layers in 

DSS Reports 

 'Swapping rows, columns, and layers can change the perspective of the data 

presentation. 

1. Click Explore on the menu bar. 

2. Position your cursor over Swap from the dropdown menu. 

3. Depending on how you want your data to change, click Rows and Columns, Rows and 

Layers, or Columns and Layers. 
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Procedure 6: Renaming a Label in 
DSS Reports 

1. Click the label to highlight it. 

2. Click Edit on the menu bar. 

3. Click Rename Label from the dropdown menu. 

4. Type the new name in the New category label box. 

5. Click the OK button. 

 
 

 A label can be renamed by right clicking on the label to be renamed and selecting 
Rename Label.  Enter the new name and click OK 
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Procedure 7: Using the Dimension 
Viewer to Add Layers, Columns, and 

Rows in a DSS Report 

1. Click the Dimension Viewer button on the Toolbar to open dimension viewer. 

2. Position the cursor over the right border of the Dimension Viewer. Notice that the cursor shape 

changes to a crosshair. 

3. Click and drag the border to the right until all the Dimension titles are visible. 

4. Double-click the desired Dimension in the Dimension Viewer to view lower levels of the 

Dimension. 

 The plus sign indicates a parent category with child categories below. 

5. Click the desired Dimension(s). If multiple dimensions are needed, click and hold the Shift 

of Ctrl key and select the desired dimensions. 

6. Click either the Add as rows, Add as columns or Add as layers button on the Dimension 

Viewer toolbar. The DSS displays the data you have added. 

7. Click the Dimension Viewer button on the toolbar to close dimension viewer. 
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Procedure 8: Drilling Down  
in a DSS Report 

1. Double-click a label of a dimension on a row or a column. The DSS inserts and highlights rows 
or columns of detailed data below the summary row or to the right of the summary column. 

 Only dimensions that are summary points can be drilled. A summary point is  
indicated when the cursor shape becomes a plus sign when the cursor is positioned 
over the dimension label. 

 When the cursor is positioned over a detailed point, its shape changes to a plain 

arrow, indicating that the detailed point cannot be drilled down any further. 

2. Continue to drill down as needed by double-clicking on a label until the desired details are 

uncovered. 

 Notice that, when you drill down on a dimension, both summary and  
details are displayed. 
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Procedure 9: Drilling Up 
in a DSS Report 

1. Position the cursor over a summary point. The cursor becomes a plus sign with an up arrow. 

2. Double-click this summary point. Notice the detail points/children disappear. 
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Procedure 10: Deleting Data  

1. Click a label (row, column, layer) to select it. 

2. Press delete on the keyboard. 

 To delete multiple labels under one category, select the desired labels and press 
delete on the keyboard. 

 

 You can delete all rows, columns and layers at one time by clicking Edit>Select and 
then choosing from Rows, Columns, Layers, or All. After selecting the data to be 
deleted, press delete on the keyboard. 
 

 The Ctrl + Alt keys highlight all rows, columns, and layers.  Press delete on the 
keyboard to delete everything. 
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Procedure 11: Adding a Calculation 
Row or Column in DSS Reports 

1. Select the rows or columns you wish to use in your calculation. 

 'Use the Shift key to select a range, or the Ctrl key to select non-contiguous rows 
or columns, as appropriate. 

2. Click Calculate on the menu bar. 

3. Click one of the calculation options from the dropdown menu. 

4. Select and/or fill in the options, as appropriate, for the type of calculation you have 

selected. 

5. Type a name for your calculated row or column in the Label name box. 

6. Click the OK button. 
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Procedure 12: Adding a Blank Row 
or Column in DSS Reports 

1. Click a row or a column label. (Select the row above the place where you want a blank row 

added, or choose the column to the left of where you want a blank column added.) 

2. Click Insert on the menu bar. 

3. Click Blank(s) from the dropdown menu. The DSS inserts the blank row or column. 

 Data cannot be entered on a blank row or column. 
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Procedure 13: Adding a Long Bar 
Nesting in DSS Reports 

1. Select a Dimension from the Dimension Line or Dimension Viewer. 

2. Click and drag the Dimension to the side of the row label(s) or below the column label(s) until 

a long bar is displayed. Release the mouse button. 

 When using long bar nesting in a row or column format, the nesting applies to the 
entire series of rows or columns. 
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Procedure 14: Drilling Down/Up on a 
Nested Dimension in 

a DSS Report 

To drill down on a nested Dimension: 

1. Double-click a row or a column label to drill down. Notice that the summary/parent label 

remains and the detail/child labels also display. 

To drill up on a nested Dimension: 

2. Position the cursor over a row or a column label until you see the cursor become a plus sign 

with an up arrow. 

3. Double-click that label to drill up 
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Procedure 15: Adding a Short Bar 
Nesting in a DSS Report 

1. Select a Dimension from the Dimension Line or Dimension Viewer. 

2. Click and drag the Dimension to the side of the row label(s) or below the column label(s) until 

a short bar is displayed. Release the mouse button. 

 When using short bar nesting in a row or column format, the nesting applies only to 
the rows or columns on which the short bar is displayed. 
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Procedure 16: Resizing a 
Row/Column in DSS Reports 

1. Position the cursor over the right border of a row or the lower border of a column. Notice that 

the cursor shape changes to a crosshair. 

2. Click and drag the border until the row or column is the desired width or height. You can drag 
the border to the right or to the left or, double-click the cross hair and the row or column will auto 
adjust. 
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Procedure 17: Editing Titles 
in DSS Reports 

1. Double-click the title. The DSS displays a Title Editing box. If <NEW TITLE> displays, 

highlight it and type the new title name. 

 The Title box has 3 different areas: the title area, a format menu, and an 
Insert but- 

ton. The Insert button is a tool for adding variables or pictures to a title. 

2. Click the Insert button to view the variables for the following: 

 Report 

 MDC 

 Variable 

 Numbers 

 Dimension 

 Picture Object 

Each variable has a dropdown menu from which selections can be made to add items to the report 
title area. 

3. To format, highlight the title, text, or a variable and choose a formatting option from the format 

menu. 

4. Click the OK button to close the Title box. 
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Procedure 18: Viewing Headers and 
Footers for a DSS Report  

1. To view using the Print Preview method, click the Print Preview button from the tool bar. 

2. Click the Close button to close the Print Preview window. 
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Procedure 19: Formatting 
Categories in DSS Reports 

 

1. Click Edit on the menu bar. 

2. Position the cursor over Select from the dropdown menu. 

3. Click one of the following options: 

a. Rows 
b. Columns 
c. Layers 
d. All 

 
4. Click Format on the menu bar. 

5. Position the cursor over Categories from the dropdown menu. 

6. Choose and click one of the following: 

a. Labels Only 
b. Values Only 
c. Labels and Values 
d. Default 

 
7. The DSS displays the Format Categories dialog box. 

8. Click one of the following tabs (based on the selection made in step 6): 

a. Font 
b. Format 
c. Alignment 
d. Patterns 

 
9. Make desired changes and click the OK button. 
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Procedure 20: Hiding Data 
in DSS Reports 

1. Highlight the row(s) or column(s) you wish to hide. 

2. Click Format on the menu bar. 

3. Position the cursor over Hide. 

4. Click Selected Categories. 

 The DSS gives the choice of hiding selected or unselected categories. This is a 
useful tool when there are few rows or columns that need to be displayed. 

 Do NOT resize rows or columns to hide them. Use Format/Hide. 
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Procedure 21: Viewing Hidden Data 
in DSS Reports 

1. Click Format on the menu bar. 

2. Click Unhide from the dropdown menu. 
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Procedure 22: Suppressing Zero 
Values in DSS Reports 

1. Click Explore on the menu bar. 

2. Position the cursor over Suppress Zeros from the dropdown menu. 

3. Click one of the following: 

 Rows and Columns 
 Rows Only 

 Columns Only 

 

 Using the Suppress Zeros command slows processing. It can be used most 
effectively as a preliminary to printing a report.
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Procedure 23: Changing the 
Crosstab Views in DSS Reports 

 
1. Click View on the menu bar. 
2. Click the Page Layout or Page Width view. The DSS displays the page with the selected view. 

 While a view is displayed, you can access a different View on the menu bar without 
having to close the current view. To return to the default view (Normal), click View on 
the menu bar and select Normal. 
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Procedure 24: Changing Display 
Options in DSS Reports 

 
1. Click Format on the menu bar. 

2. Click Display Options from the dropdown menu. The DSS displays the Display Options dialog 

box. 

3. Click once in the Show label gridlines checkbox to remove the check mark. 

4. Click once in the Show data gridlines checkbox to remove the check mark. 

5. Click once in the Show row detail gridlines checkbox to remove the check mark. 

6. Click once in the Show column detail gridlines checkbox to remove the check mark. 

 Notice that you can remove the summary row or column in this dialog box and you 

 can take the automatic indent off as well. 

 If you click the Totals tab, you can give the summary row and column a label name. 

7. Click the OK button.
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Procedure 25: Saving a Custom 
Report in DSS 

1. Click File on the menu bar. 

2. Click Save As from the file dropdown menu. 

3. Type the file name in the File name box of the Save As dialog box. 

 You may save a report anywhere on your LAN in any directory where you have 
 write access. 

 In the DSS, you are not limited in the number of characters used to name your 
 report. However, you may be limited to 8 characters by your operating system. 

4. The data in reports that have PowerPlay Portable Report (*.ppx) displayed in the Save as 

Type dialog box will be updated. 

5. Click the SAVE button. 
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Procedure 26: Printing a Report 
in DSS 

To select the page setup: 

1. Click File on the menu bar. 

2. Click Page Setup from the dropdown menu. 

3. Change the left, right, top and bottom margins to .5 in the Margins tab of the Page Setup dialog 

box. 

 The margins setup depends on the printer you are using. 

To change the paper size: 

4. Click the down arrow on the Paper type list box to view list of available paper sizes. 

5. Click the desired paper type to select it. 

To view the potential paper sources: 

6. Click the down arrow on the Paper source list box.  

 

To change the paper orientation: 

7. Click Portrait or Landscape in the Orientation box.  

 

To select the printer: 

8. Click File on the menu bar. 

9. Click Print from the dropdown menu. 

10. Click the Name list box to change the printer. 

11. Click the Properties button if you want to change printer properties and print quality and 

complete the necessary changes.  
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To view the report before printing: 

12. Click the Preview button in the Print box. 

13. Click the Close button. 

To change print options: 

14. Click the Options button in the Print box. 

 The Print page layout view option will print all displays as they appear in the page 
layout view. 

 The “Print selected display(s)” option will print all data for the selected display. 

15. The Selected display printing options box becomes active and you can select the 

desired options. 

To set to print more than one layer: 

16. Click the Options button in the Print box. 

17. Click the Rows and Layers tab. 

18. Click the Print the specified rows and layers selection box. 

19. Click the Layers you want printed. 

20. Click the OK button. 
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Procedure 27: Saving a DSS 
Report to Excel   

1. Click File on the menu bar. 

2. Click Save As from the dropdown menu. 

3. Click the down arrow beside the “Save as type” box. 

4. Click Excel files(*.xls) to select it. 

 The number of characters you can use to name your report is limited only by your 
operating system. 

5. Select the directory from the list box for which you have write access. 

6. Click the Save button. The DSS displays the completion message - Report successfully 

saved to Excel file. 

7. Click the OK button. 

 DSS files saved to Excel will not be updated. 
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Procedure 28: Opening a Custom 
Report with a Different Cube   

1. Open IBM Cognos PowerPlay. 

 If already open, then click File Open and go to step #3.  Step #4 will not be necessary 

since you only have to log in the initial time. 

2. Click Open an Existing Report. 

3. Check the Prompt for a Data Source box and click the Remote button. 

4. Log into IBM Cognos PowerPlay by entering your user id and password. 

5. Go to the appropriate folder where the report resides. 

6. Select the desired report and click OK. 

7. Within the “Select a Data Source” window, click Remote. 

8. Click on MDCs folder. 

9. Click on the folder of the desired year of history (FY20XX History). 

10. Click the radio button next to the appropriate package (blue folder) and click OK. 

11. If prompted, select the desired agency and click OK. 
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QRG 1: Management Analysis 
Folder 
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QRG 2: Financial Analysis Folder 
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QRG 3: BD725 Reports Folder 
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QRG 4: Trial Balance Reports Folder 
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4a. 
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4b. 
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4c. 
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4d. 
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QRG 5:  NCAS DSS Report 
Access Chart 
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QRG 6: Center Structure (COA) 
by Agency 
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QRG 6: Center Structure (COA) 
by Agency (continued) 
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QRG 7: Comparison of Explorer and 
Reporter Modes 

 
 
NOTE:  Most of the OSC standard reports delivered in DSS are in Reporter mode.  
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QRG 8: IBM Cognos PowerPlay 
Toolbar Buttons 
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QRG 9: Improving DSS Performance 
 
Running DSS requires significant PC processing power and random access memory (RAM). 
The minimum PC requirements are 2 GB of RAM and 2.5 GB of disk space.   
 
If you experience unusual symptoms while working with the DSS, such as not being able to save a 
report, or having a PC “crash,” you may need to try some or all of the steps listed below to run  
DSS more efficiently. 
 
Work “defensively” 
If you do crash or experience other memory-related problems, you will need to re-boot your PC 
and you will lose any unsaved work. So, before you experience problems, get in the habit of 
working “defensively.” As with “defensive driving” in your car, work so that the damage is minimal 
when bad things happen. Save your work every few minutes, or after making significant changes 
to a report that you do not want to re-create. 
 
Keep reports “lean” 
Limit the number of dimension categories in a Reporter Mode report by deleting unnecessary 
rows, columns, and layers. As a general rule, keep your reports as “lean” as possible, with only 
the categories you really need. 
 
Reboot 
Even if you haven't crashed, rebooting can free up system resources. One symptom of low mem-
ory – and an approaching PC crash – is that some menu selections, such as “File / Save As,” 
stop working. 
 
Do not run other applications while using Cognos PowerPlay 
Even when minimized, other applications such as Excel, Word, or a mainframe terminal session, 
use system resources. Open other applications only when needed. 
 
Be sure that you have plenty of room on your C: drive 
Windows is often configured to use space on C: drive to manage your PC’s memory operations. 
If your C: drive is getting full, Windows cannot manage memory well. If data files on C: are no lon-
ger needed, delete them. If the files are still needed, move them to a LAN drive or to a backup 
medium such as tape or CD. 
 
Empty your Windows Recycle Bin regularly 
Reduce the number of Undo levels 
From the File menu, select Preferences / Options, then set “Maximum number of Undo actions” 
to 5. (The default is 20.) 
 
Turn off Zero Suppression while working in Cognos PowerPlay 
If you need to use Zero Suppression for a printed report, turn it on just before printing, then turn it 
off again after printing. 
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QRG 10: Resolving DSS Problems 
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